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Keyboard Slope. another exclusi' feature of the 
Smith-Corona Electric. gives the Operator typing comfort 
unmatched by any other machine on the 
Smith-Corona exclusives: Keyboard Control, Signal 


Light, Half Spacing. Ask your Smith-Corona represent 


ative for a dramatic eye-opening demonstration 


market. Othe 














THIS AIRKEM DEVICE ENDED 
AN OFFICE MANAGER’S NIGHTMARE 


That device is an “Osmetrol.” It vapor 
izes Airkem Odor Counteractants into 
an air conditioning system so that oc 
cupancy odors will be killed. Normally 
those odors are from cigarette smoke, 
food, perspiration and the many other 
residues of everyday work, living and 
play. Airkem units may be attached 
to both large and small air condition- 
ing systems or used where air condi- 
tioning is not available. 

At Gutta Percha & Rubber, Limited, 
in Toronto, Canada, the office was 
plagued by odors from manufac- 





ing system sucked in odors from the 
operation and made working conditions 
difficult in the office area of the plant. 

Airkem was asked for help. Ar 
Osmetrol was installed right in the air 
conditioning system. The odor condi- 
tion was remedied and working condi 
tions were excellent. 

Mail in coupon for free survey or for 
additional information on how Airkem 
can help improve your working condi- 
tions. There’s no obligation. 


poor ee 


turing a wide variety of industrial AIRKEM, INC., 241 E. 44th St., New York 17,N.Y. 


rubber products. The air condition Send me more information on: T 
Air Conditioner Installations 
General Office and Plant Use 

] Have Airkem Field Engineer Call 
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airkem 


+ remecesmmnsecsmcerecarcansces cell 


Company 


Address 
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Specialists in Odor Control City Zone___ State 


| Name Title 
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You see the point, 
don’t you? That's 
“The Executive Look.” 





U.S.E. LAP 





The pointed flaps and diagonal seams are generally 
associated with top-level correspondence. They give 
an envelope ‘‘The Executive Look”’ and suggest that 
there’s something important inside. 

You can give your mailings this added distinction 
and save money, too, with U.S.E. V-FLAP white wove 
envelopes. ‘This is because they're manufactured on 
an amazing new precision machine which produces 
15 complete envelopes every second — with greater 
accuracy and less waste than is possible with any 
other method. 

The V-FLAP envelope is one of 70 U.S.E. envelope 
styles — all quality guaranteed — designed to help 
you speed operations and reduce costs in mailings, 
business systems and packaging. 

Pin this ad to your letterhead for ‘“The V-FLAP 
STORY” and the handy U.S.E. Envelope Selector 
Chart — both free. 


0-1 


UNITED STATES ENVELOPELE SS 


Springfield 2, Massachusetts . . . 15 Divisions from Coast to Coast. 


, ways than any other manufacturer in the world. Also Paper Cups, 
Ts, * Transparent Containers and Linweave Quality Papers and Envelopes 


oe U.S.E. makes more envelopes for more people to use in more 
e Uist ¥ 
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Aircraft Parts Manufacturer 
Stores Records in Binders 


GEORGE T. DYER 
ESPERATE was the 
age problem of 


records stor- 
Thompson Prod- 
recalled Ruth 
N. Miller, supervisor of records reten- 


ucts’ Tapco Divisions, 
tion for this aircraft, missile and auto- 
motive parts manufacturer. Tapco Divi- 
sions include several of the 13 divisions 
of Thompson Products, Inc., and are 
devoted almost exclusively to manu- 
facturing essential parts for aircraft and 
missile manufacturers. As a supplier of 
such vital parts, government supervision 
and inspection are common. Twelve 
thousand persons are employed in this 
modern plant in Euclid, Ohio, just out- 
side of Cleveland. 

“Our storage troubles mounted with 
the production of jet aircraft engine 
components,” Miss Miller. 
Jet engine parts demand exact quality 
and minute Such 


explained 


control tolerances. 


,: meet eth 4 ? 
McBee Binding Machine drills a stack of 
records for insertion into binders. 


precision manufacturing creates moun- 
tains of records from preliminary engi- 
neering to final testing. Incoming vol- 


ume to Miss Miller’s department now 


averages about 98,000 records a month, 


which is three times the volume of ten 


years ago. 


Miss Miller’s responsibility for record 


retention covers a wide field—quality 


control, payroll, time cards, production 
control, personnel and dispensary, ac- 
counts secondary files 


payable, legal 


and many others. Records are received 
departments and each record 


from 


from 57 


has its own retention schedule 


two years to permanent. Length of re- 


tention is determined by government 
requirements and company policy. 


D. E. 


sible for preparing retention schedules, 


Clarke, legal counsel respon- 


told us that, “In order to conserve space, 
we inventoried every type of record in 
We 


records where duplication ap- 


our files. eliminated all but one 
set of 
peared, eliminated records that were 
being kept longer than absolutely neces- 
sary and also records preserved by 
individuals primarily for their own pro- 
tection. This was a painstaking task be- 
cause of the multiple legal aspects of 
many of the records. 

“For example, our company is con- 
fronted with questions of product lia- 
bility from time to time. In numerous 
instances, involving claims of this na- 
ture, we have been able to produce 
records to refute the various charges, 
that 


would normally have been paid out to 


thereby saving untold amounts 
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Records stored in binders on shelving re- 
quire only narrow aisles and little space is 
wasted between shelves. 


satisfy claims. In one particular in- 
stance, records on hand were sufficient 
to clearly establish that the alleged de- 
fective part had been ‘rebuilt’ by per- 
sons outside the Thompson organiza- 
tion. We have been required to use ex- 
treme care in the operation of our rec- 
ord destruction and preservation pro- 
gram, not only from the product lia- 
bility standpoint, but for many other 
equally important reasons.” 

“This program helped 
didn’t come near solving the problem,” 
Miss Miller. 
creased volume, assigned floorspace was 
totally inadequate.” 

Additional 


ings was out of the question because 


some, but 


observed “Because of in- 


space in available build- 


there wasn’t any. A new building was 


even considered because the records 


had to be kept available; could not be 


stored in remote, inaccessible space 
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away from plant and management. Dif- 


ferent types of storage facilities were 
analyzed but none seemed quite ade- 
quate. Then Royal McBee Corp. rec- 
ommended consideration of binders to 
be stored on metal shelving. 

The binders have telescopic posts and 
a snap lock so the records are easily 
back 
and 


accessible. A can be 
marked with a 


changed when available for re-use after 


canvas 
crayon is easily 
two years or more. 


First, records for a binder are as- 


sembled. A McBee binding machine 
drills post 


stack of varying sheet sizes; then, into 


holes straight through the 


the binder and the lock is snapped into 
place. 

Tillett, 
director of staff industrial accounting, 
and Miss Miller, Thompson's plant en- 


Under supervision of J. A. 


gineering department's computations 


Ruth N. Miller (left), Tapco’s supervisor 
of records retention, reaching for a records 
binder. 





indicated that storage by binders would 
save 45% of the space formerly used. 
This prediction was based on two fac- 
tors: (1) elimina- 
tion of much of the 48”-width necessary 


to puil out a file drawer, and more 


narrower aisles by 


bound records in a given area formerly 
devoted to transfer 
same _ height, 
stacked 


storage Cases. 


cases: (2) in the 


more binders could be 


due to unused “air” space in 
[wo standard size bind- 
ers were selected. Shelving was planned 
so that each 
binders was minimum but adequate. 


“With these 


clearance above row of 


specifications we got 


20 Factors for 


“While 


we adopted binders mainly to conserve 


underway,” said Miss Miller. 


space, we discovered many _ extras. 
Some of our transfer cases had been 
stacked 13 high and our girls were 


frightened when it was necessary to 
climb to higher locations and pull out 
a heavy drawer.” 

Binders can be easily taken from the 
highest shelves and brought to a work 
table for remove a 


record. Director Tillett says, “We have 


reference, or to 


watched costs with great interest. Bind- 
ers stored on metal shelving cost con- 
siderably less than our former methods.” 


Appraising Your Office 


EUGENE J. BENGE, Management Consultant, 


M:. rT MANAGEMENTS, and even 


many office managers, take the 
office for granted. Like the housewife, 
“She’s there, she does her job, and 
that’s that.” Attempts at improvement 
(of the office, not the housewife!) are 
largely sporadic forays against some ob- 
vious condition needing correction. Too 
seldom does anyone take the time to 
make an overall appraisal of the bad— 
and good—features of the office. 

Yet the appraisal task itself need not 
be time-consuming. The rating form 
opposite can well be used. By means 
of it, relative inadequacies in office de- 
velopment can be spotted quickly. The 
decision to analyze and improve any of 
the 20 factors may, of course, lead to 
a long-term program. 

The this 


compact rating device is designed to aid 


decision comes first, and 


Asheville, N. C. 


executive decision to develop the pro- 
ductivity and effectiveness of the office. 
If any one of the 20 factors does not 
apply to your office, substitute one of 
your own. 

Each factor has five possible rating 
degrees, indicating how well it is now 
being done. To rate each one of the 
20 factors, place a check mark in the 
column which comes closest to express- 
ing how you feel about its effectiveness. 

You may allow points for your rat- 
ings, as suggested at the top of the form, 
and so compute a total score (72 is aver- 
age). Also you can connect your rating 
check marks to form a profile, revealing 
highs and lows. 

After rating, what are you going to 
do about the inefficient factors which 
handicap your office operation and in- 


crease costs unnecessarily? 
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Iftice Effectiveness fi 


Here are 20 factors on which you can rate your office effective- 
ness. Five levels of rating are used. If desired, points can be 
assigned: 


LEVEL POINTS 
Lowest: inefficient : 
Low: not well handled ... 
Average: some changes ... rere 
High: considerable improvement Si gale atidaiea 
Highest: developed as far as practicable .... 


OIhWwhy— 


In this way, a total effectiveness score can be computed, for a 
comparison with a similar rating at a later date. 


ORGANIZATION—Chart; written authorities and responsibilities; manual of 
practices and policies; departmental budgets. 
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EMPLOYEE SELECTION—Adequate sources of labor supply, applicant files, in- 
terviewing, aptitude testing, reference check and physical examination. 





EMPLOYEE TRAINING—Information and skill for job performance, versatility 
and ultimate promotion. 





SALARY INCENTIVES—Job evaluation; salary standardization; performance rat- 
ing; measuring and paying for production. 





SUPERVISION—Good employee relations; development of promotable employees; 
planning and control of work: use of non-financial incentives. 





RECORDS—Forms' study to combine, eliminate or reduce copies; control of 
design and printing of new forms. 





CLERICAL METHODS—Principal routines studied for inefficiencies; improve- 


ments and mechanization. 





USE OF OFFICE SPACE—Layout designed for economical flow of work; good use 
of third dimension; proper light and ventilation. 





CORRESPONDENCE—Freedom from stereotyped phrases; dictating machines in 
use; standard typing format; proper use of form letters. 





FILING—Proper master plan, guide cards, cross indexing, control of use, disposal 
of old material. 





MAILING—Handling of incoming, outgoing and interdepartmental mail speedily 
and accurately. 





DUPLICATING—Use, or abuse, of available duplicating methods; comparison 
with other possible methods. 





ADDRESSING—Opportunity to eliminate copying information by using an 
addressing system. 





INTERCOMMUNICATION—Sufficient telephones and intercommunication de- 
vices—and being used adequately. 





CALCULATING—Machines adapted to work requirements; modern; used enough 
to justify; well maintained mechanically. 





SUPPLIES—Purchasing specifications and practices for office supplies; testing 
against standards. 





PAYROLL—Timekeeping, payrolls, payment by cash or check, labor distribution. 





ACCOUNTS RECEIVABLE—Billing, credit, accounts receivable and sales analysis. 





INVENTORY—Requisitions, purchasing, receiving, accounts payable, inventory 
control. 





COSTING—Labor, materials, manufacturing burden; sales, administrative and 
general expense. Standard costs. 
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A Common Communication 


Method for Scientific Research 


ITTLE has been done by scientific 

groups to set up a common com- 
munication channel whereby the results 
of research can be made readily avail- 
able in complete, usable and easily re- 
trievable form. As a one 
library or research group has even a 
sizable proportion of the that 
has been accomplished in its field of 
interest. 


result, no 


work 


Each year, increasing numbers of re- 
search projects are being undertaken. 
Each project produces a series of re- 
ports. What seems at the time to be the 
most important of these are published 


Form No.1 
Region VI: Europe. 


WMO /OMM 
T 1.01.001 


in full in field journals, available to 


subscribers. It is physically impossible 
to store all the journals, issue by issue, 
as they are published. Each 
keeps a necessarily arbitrary 


library 
selection 
just 
where a project might lead a researcher. 
The finally published reports 
only a fraction of those made. 


since no librarian can _ foresee 
are 
Buried 
in the unpublished reports may be val- 
uable which 
will 


in duplicated work. 


facts future researchers 


need and have to rediscover. 
Duplication of re- 
result. There 


usually an abstract, or 


may 


search is often the is a 


compromise, 


IGY/AGI 
Stations: 01 001 - 06 700 
6-10 JAN 1957 


During the International Geophysical Year, over a million forms will come from 


between 2000 and 2500 continental stations and weather shins. 


Microcard Corn. will 


reproduce, index and catalog the forms for the World Meteorological Organization. 


12 
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EECT POSTURE 
at 


y degree of tilt! 


NEW 


* On Aluminease A-Series 


BY 


“BACKED BY rye pest” 


*“Ortho” means “in 
proper relationship” 


AVAILABLE IN 6 EXCITING NEW 
MODELS, INCLUDING DUO-POST 
MODELS, FOR A COMPLETE 
OFFICE CHAIR STYLE ENSEMBLE. 


NRGOMMEL POSTURE CHAIR COMPANY, INC. 


625 Adams Street, Kansas City, Kansas 
For More Information Circle No. 395 











PITTSBURGH 
SHeEewicacese 


ih 2 UMBIA SOUTHERN 


we 
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“Waltonal Accounting System saves us $200,000 


a year...returns 102% annually on our investment” 
PITTSBURGH PLATE GLASS COMPANY, Pittsburgh 


“We have invested $195,098 in National Accounting Ma- 
chines. Their many automatic features, their ability to pro- 
duce several accounting records simultaneously, and their flex- 
ibility which permits shifting them quickly from one job to 
another—all these enabled us to improve our accounting 
procedures, resulting in estimated savings of $200,000 a year 
which recovers our investment every 12 months 

“In addition to payroll writing, these Nationals are used 
for cost distribution, bond purchases, government reports, 
security benefit plan, general ledger, cost ledger, sales analysis, 
age analysis, work orders, production control and scheduling, 
inventory control, accounts receivable, and accounts payable 


wa 


Controller, Pittsburgh Plate Glass Company 


/ i, ° 
A Ti ALhhkharn1 
A 





THE NATIONAL CASH REGISTER COMPANY, Darron 9, oHI0 
989 OFFICES IN 94 COUNTRIES 


For More !nformation Circle 


No. 


In your busi f National Mm a- 


h for tt th 
they save 

annual py 

ll gladly show 4 

much Call him today 


He's listed in the yellou pages of your 


phone book ‘ig* 


* TRADE MARK REG. U. 8. PAT. OFF 


AVINES a 
National man u 


YOu CAN SAVE 


ACCOUNTING MACHINES 
ADDING MACHINES » CASH REGISTERS 
wer paper (No Carson Requintn) 


35¢ 
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condensation, which leaves the. inter- 

ested party only partially informed. 
During the International Geophysical 

Year, million from be- 


tween 2,000 and 2,500 continental sta- 


over a forms, 
tions and weather ships, will be released. 
will describe in detail the world- 
This informa- 
missile re- 
products 


They 
wide pattern of weather. 


tion can affect air travel, 


search, development of new 


and our entire mode of living. No 


organization or research group can con- 
sult these million 


forms without a great expenditure of 


even a portion of 
time, money and personnel. 

[he World Meteorological! Organiza- 
tion has commissioned Microcard 
Corp., West Salem, Wis., to reproduce, 
index and catalog all the million forms. 
As a result, all the information on these 


Research data on Microcards are stored 
in card files at American Metals Co. 
Twenty draws hold 16,000 3” x 5” cards. 


VOLUME MAILER S USE 


CHESHIRE 


LABELING EQUIPMENT 


All addressing systems operate more efficiently, accurately 
and economically with the addition of this CHESHIRE 
machine to apply pre-addressed labels to envelopes, post- 
cards and pamphlets up to 11” x 14%". 

Speeds to 10,000 per hour save time, labor and errors. 
Mailers find this equipment invaluable. 


Investigate without obligation.. 


FULLY 
AUTOMATIC 


CHESHIRE 


INCORPORATED 


1644 North Honore Street + Chicago 22, Illinois 


For More Information Circle No. 214 
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Recipe for success: 


¢ Smart Appearance 
¢ Secretarial Skills \” ei, 
e AW.Faber 





We can’t teach you grace, | 


grooming, shorthand or 


typing—but an A.W.FABER | 


ERASERSTIK can help you 
turn out beautiful letters 


that will win your Boss’s | 
accompanied by | 


praise, 
promotions and pay in- 
creases. 


With this pencil- 
shaped, white-polished 
beauty you erase without 
a trace. Woosh—mistakes 
disappear as you remove 
a single letter without 
blurring surrounding let- 
ters. Pick up a few at your 
stationers today. 


Lj 


ve) 
<O 
oO 
™~ 
< 
v) 
3 


Which point 


FOR ORIGINALS 
AND CARBONS 


do you prefer? 
MEDIUM or AVERAGE 


THIN or BLUNT 
ERASERSTIK gives 
you your choice 


TIK 
L SERVICE) U.S.A. 7TO99B 


ALL 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 








AW. FABER ERASER 








A.W.Faber-Castell Pencil Co. 





For More Information Circle No. 212 


16 


Newark 3, N. J. 


forms will be recorded on 16,000 Mi- 
crocards (3” x 5”) and stored in less 
than 20 ordinary card file drawers oc- 
cupying from five to six cu. ft. The 
collected data will be readily available 
in complete, cataloged and easily re- 
trievable form to meteorologists. 
Industrial, medical and scientific re- 
search groups might use the same sys- 
tem except the failure of other 
groups to agree on a common method 


information. 


for 
for transmission of 
To approach the entire subject of 
research at once from above is impos- 
sible. Our is too complex, 
the organizations engaged in research 


economy 


too diverse in make-up, for any com- 
mon universal data channel to be es- 
tablished at present. An approach to 
standardization could however be made 
within field of research. A_be- 
ginning made by the Atomic Energy 
Commission, in itself a major under- 


each 


Table readers are used by American 
Metals Co. to enlarge research data filed 
on Microcards. 
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STEEL, INCORPORATEO 





Gemraar 








Gilbert Papers 


Add striking power to your business BETTER 


correspondence by using a Gilbert Quality Paper. 











Manufactured of new cotton fibres, Gilbert TT; 
’ F Py pul Gn, 
papers make your business letters stand out with a C 
ter, heautv. distinctive feel and a rict ble tiniel f =} 
crisp beauty, distinctive feel and a rich cockle sh. 

Tub-sized, air-dried, to provide superior & 

sa ‘BE 
erasability. Ask your supplier for samples. 


GILBERT PAPER COMPANY, MENASHA, WISCONSIN PAPERS 
A good letter is always better...written on a Gilbert Cotton Fibre Bond 
For More Information Circle No. 332 
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Samsonite 


PlastiShield 


brings the upholstered 
be] 
look to the world’s 
strongest steel chair 


<n ~ oO 

s* Guaranteed by 

Good Housekeeping 
d * 


“or y 
as anvrarsste SS 


Samsonite has discovered that vinyl 
sealed to steel actually resists damage 
better—is more durable. What’s more, 
PlastiShield, guaranteed by GOOD 
HOUSEKEEPING, has the look and feel 
of fabric to go along with its colossal 
strength. In washable tan or grey monk’s 
cloth pattern. 


Samsonite is slash- 
proof! Knife blades are 
ineffectual against 
PlastiShield’s surface. 
Won’t nick, cut or tear. 


Samsonite is burn- 
proof! Let cigarettes 
burn down to the tip 
not a sear or singe on 
PlastiShield’s surface. 


Samsonite is stain- 

proof! PlastiShield’s 

protective surface 

sponges clean. Even nail 

polish or polish remover 

wipes right off. 

FOR FREE BOOKLET write today to: Shwayder Bros., 
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taking, was to reproduce all its volum 
inous unclassified reports in one form. 
Anyone interested in atomic research 
has complete, cataloged data available 
in one standardized form. Within an 
industry (petroleum, for example) the 
same coordinated effort to interchange 
complete research data through a com- 
mon channel would speed progress by 
eliminating duplicate projects and giv 
ing researchers a complete basis of prev- 
ious and contemporary work on which 
to build. 
(cancer, for example), could benefit by 
having the results of research available 


Branches of medical research 


at once, instead of waiting for it to be 
published. Where health, progress and 
our well-being as a nation are con- 
cerned, we still are using communica- 
tion techniques that were prevalent at 
the turn of the century. Until research- 
ers Can agree upon a way of making 
their work speedily and easily available 
to co-workers, much valuable time apd 
effort will be dissipated. 
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USBI-H el by | 


serves you f.o.b. Glen Riddle, Pa. 


e Refreshing Cold Water 
plus 
e Just-right Hot Water for inside conven- 
ience of hot coffee and other hot drinks. 


YOU SAVE, TOO, on this new 
COLD WATER 


fae bottle cooler 


$ 00 model 
sT 33° Pa. USBI 


e Supplies cold water 
only 


These are full-size, quality bottle coolers that use either a 3 or a 5 gallon bottle. You get 
convenience in full measure, and this is possible only with standard size coolers. Yet Sunroc 
USB1 costs no more than small size coolers! And Sunroc USBI-H is $55.00 less than 
the lowest priced model of any other combination bottle cooler available! 


SUNROC CORPORATION—Division M—Glen Riddle, Pa. 
Check which and PLEASE PRINT 
Payment enclosed, plus applicable taxes, for 
[] model USBI model USB1-H 


Send literature on new Sunroc Bottle Coolers to: 


ORDER NOW 
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For More 
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PHOTOSTAT® has these answers to small 


or medium-sized office copying problems 


PHOTOSTAT 
INSTANT 
COPIER 


Makes copies ready for immediate use 


Makes up to 5 black-on-white copies 81/2” 
x 14” or smaller in one minute on plain 
paper. With an adaptor, paper plates for 
offset printing may be made quickly and 
economically 


than two square feet on desk 
or stand can be furnished. 


Takes up less 
or table 

Can be used 
by anyone 


under normal office lighting 
at any time 


n flexibility and versatility. 


Today ... more than ever before . . 

PHOTOSTAT CORPORATION stands 
ready to serve you with photographic 
copying apparatus and material of the 
very highest quality. From the small In- 
stant Copier to the large, completely auto- 
matic continuous models, you can be 
properly equipped to handle your particu- 


PHOTOGRAPHIC 
COPYING EQUIPMENT 
APPARATUS 
ACCESSORIES 
PAPER 
DEVELOPER 
FIXER 


PHOTO STAT 


PHOTOSTAT CORPORATION 


@ Occupies same floor space as the average 
office desk, 48” x 52”, height 52”. 


@ Comes complete with lens and prism, lamps, 
developing and fixing apparatus. 


— at original size subjects up to 81/2” 
11” .. . or reduces from originals as 
tai as 14” x 18”, 


Bookholder, Solenoid Shutter Control and 
Deep Dark Box available as extra 
equipment. 


May be easily operated by office personnel 
and under normal office lighting. 


PHOTOSTAT 
MODEL 
JUNIOR 


lar needs most efficiently and economical- 
ly with the same permanent, errorless 
copies erasure-proof, water-proof, 
and fraud-proof .. . that set the standard 
of good photographic copying the world 
over. You will be amply repaid if you 
get full details before purchasing any 
office photocopying equipment. 


PHOTOSTAT is the registered trade- 
mark of PHOTOSTAT CORPORATION 


PHOTOSTAT CORPORATION 


P. O. Box 1970-G, Rochester 3, New York 


For More Information Circle No. 369 


THe Orrice—February, 1958 





Under 30 and 
With Systems 
Experience—Plus 


THOMAS G. HORTI, Methods Analyst, 


Lockheed Aircraft Service, International, Inc., Jamaica, N. Y. 


N ARTICLE in last December’ 

issue of THE OFFICE quoted A. C 
White of Chicago’s Cadillac Employ- 
ment Agency as saying: “Employers are 
looking for systems men with intensive 
varied experiences in the under-30 age 
bracket. It’s an impossible situation.” 
W. R. Ander- 


and as poten- 


The author of the article, 


son, adds: “Indeed it is 
tially dangerous as entrusting major sur- 
gery to a bright young intern.” 

The implication is clear that only the 
well established, 


manager,” 


“well qualified systems 
a man of “outstanding quali- 
can be expected to do the 


kind of systems job management is pay- 


fications,” 


ing for. “even a man of 


limited 


And, although 
background effect some 
improvements,” Mr. Anderson feels that 
only the years of experience can deliver 
the maximum savings to management. 
But really the deciding 
factor? Can you measure a systems man 
by his years? 

Let 
tensive varied experience,” 
fied,” 

Intensive varied experience is a catch- 
all phrase, which can 
mean experience in various phases of 
such as accounting, inventory 
production planning, etc.; ex- 


can 


is experience 


terms as “in- 
“well quali- 
“limited background:” 


us consider such 


and 


dear to ad-men, 


business, 
control, 





The ROL-RACK 


with FIVE FEET of Shelf Space! 
A few of the thousands of users of the 
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Rutgers, Tennessee 


Sturdy and Durable 
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ing shelves angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31" high 
14" between shelves 
Satin Walnut Finish or Natural wood Finish. 


Manufactured to sell for $69.50, mass produc- 
tion makes possible this LOW, LOW price of 


.49°° 


0.8. Factory 
Starter N. Y. 
Weight 49 Lbs. 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 


Publishers of The Book of Knowledge 
Attractive Dealer Franchises Available 





2 West 45th St., New York 36, N. Y. 
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When the master 

sheet is PATA- 

PAR TRANS- 

Lu con Tt 

PARCH MENT, 

sharp, clear cop- 

ies come easily — | 

consistently. The 

secret is Pata- 

par’s quality- 

controlled texture and 

uniform, correct translu- 

cency. This assures super-fast transmission 
of the ultra violet rays — resulting in copies 
of utmost clarity, and top speed operation 
Furnished in Substance 12-15% and 44. 


If you use a Bruning, Ozalid or other 
direct-print copying machine, try Patapar 
masters and see the difference! For brochure 
of testing samples, write us on your business 
letterhead. Name of nearest distributor on 


request. 
|g 


TRANSLUCENT 
PARCHMEN 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
Headquarters for Vegetable Parchment Since 1885 


Mr. Horti, who is in his thirties and has 
been in the systems field five years, did not 
write this to justify his personal status. In 
his four years as a SPAA member, he has 
belonged to two chapters. The first was 
the original chapter which has among its 
members many “big names” in the 
tems field. The chapter he now belongs to 
is one year old; its members are younger 
and less well known. Yet, says Mr. Hort, 
this newer chapter has the dynamic, quest 
ing zeal which has become somewhat 
tempered in the older chapter during the 
passing years. The problems discussed by 
the older chapter must be at a high ad 
ministrative level, to keep members 
coming These men are too. well 
established, too well versed, to spend 
much time on details of techniques which 
they no longer need to use personally. In 
contrast, the younger chapter concerns 
itself with working problems; the tools 
and the techniques which working 
systems men must themselves use. This is 
the group he is writing for. Among them 
are controllers, managers, com 
puter experts and the like, ranging in age 
from the late twenties to early fifties. The 
continuation of their work, the explora 


SYS 


systems 


tion of new techniques, must be with the 
help of men under 30 


perience in various system specialties, 
such as procedure writing, flow-charting, 
forms analysis, etc.; experience in office 
equipment, such as mechanical or elec- 
tronic computers, 


ment, 


duplicating equip- 


storage equipment, etc.; or any 


[his experi- 
ence is not necessarily measured in time, 


combination of the above 


and certainly has no bearing on age. 
The man 20 


experience has no advantage over the 


with years of systems 
man with five years when it comes to 
familiarity with the (from 
electronic computors to electric staplers) 
that has flooded the market since World 
War Il. As a matter 


20 years of 


gadgetry 


of fact, the man 


with experience, if he is 


worth his salt, has by this time acquired 
enough in the way of administrative 
and supervisory duties to restrict severe- 
ly the amount of research he can do, 


and he is probably /ess familiar with the 
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details of today’s techniques and hard- 
ware than the more recently trained 
systems man who has been exposed to 
them as part of his basic systems train- 
ing. 

Well qualified, again a general term, 
could refer to academic background, 
special training, familiarity with specific 
problems and techniques, etc. R. C. 
Weisselberg, a national director of S. P. 
A.A., has written that, “A methods man 


SOUND ENGINEERING BY ( 


should be chosen with care, whether he 
is to be a member of the staff or man- 
ager of the department. His personality 
and ability are of prime importance. 
Experience is secondary.” 

Prior to World War II, there were very 
few systems men as such; they were con- 
trollers, office managers, engineers, audi- 
tors, etc. Since that time, however, the 


systems function has become accepted 


»AGOUSTINET 


What office wouldn't be proud to have Gates Acoustical Cabinets 


like this graceful combination? Our engineers have taken away all 


the irritating noise, yet have left the operator with plenty of head, 


arm and leg room. Comfort for the operator, relief for the remainder 


of the office... 


and increased profits because of increased efficiency. 


Write for details. Give machines, makes, models you use and measurements. 


ACQUSTINET 


§02 AMERICAN STANDARD BUILDING, 


BUFFALO 7, NEW YORK 


For More tnformation Circle No. 201 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Spt 
PAPER DRILL 


ONLY 


7498°°° 


A price where 
most bench 
models begin, 


Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 
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as a distinct organizational unit, as a 


recognized profession, in small as well 
as large organizations. In keeping with 
this recognition, and with the realiza- 
tion that systems work is an important 
management tool, more and more young 
men are being trained directly for the 
systems function instead of drifting in- 
to it from allied fields. More important, 
perhaps, they are being prepared for 
systems work even before entering the 
business world, by specialized courses 
in Our universities at both undergraduate 
and graduate levels. Why is this im- 
portant? 

Its importance can best be explained 
in terms of a concept. At one time 
systems work was an extension of de- 
tailed specialized Knowledge in a spe- 
cific field. Thus, an experienced account- 
ant was needed to analyze and improve 
an accounting system, and only a ma- 
terials handling expert was qualified to 
come up with a new materials handling 
system. Today, however, we have the 
concept of systems technique, rather 
than expert knowledge of particular 
fields. The techniques of procedural 
analysis, the systems survey, work 
measurement, flow-charting, etc., can be 
applied to any field. The detailed re- 
quirements are supplied by the line 
people in that field. 

Perhaps the ultimate expression of 
this concept can be found in the opera- 
tions research team which comprises 
representatives of each phase of the or- 
ganization’s operation, including a sys- 
tems man as just one of these repre- 
sentatives. This is a more advanced 
concept than that of the systems man 
acting as an arbitrator or coordinator 


between the various line representatives, 
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“We re wasting plenty of 
money with old—faghioned 
hand collating methods.” 








ay | figure it. 


its costing us 


5 timee more 





than it should!” 





“Take my 


advice...: 





get all the facte about a 
Thomas Collator today!” 





Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
cated sheets into sets . . . not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 

With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out... 


I 
6  — 


~~, 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information, 


~ 
Co Atforvs 


Cie. 


50 Church Street 


” 


More In Use Than 


Dept. B 


New York 7, N. Y. 
{11 Other Makes Combined 
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RELOADS 
IN 2 SECONDS 


: Stoplex FIRST... 


and foremost in automatic electric stapling 
now brings you an exciting, inexpensive 
stapler, Model S-88, featuring: 
POP-OUT LOADING—empty staple track 
pops out at the touch of a button—drop 
staples into track! no housing to re 
move . nothing to lift up or out 
(and no more wasted time, frayed tempers, 
broken finger nails, etc.!) 
FAST — DEPENDABLE — positive, split 
second stapling always assured by the 
STAPLEX simple, perfected single contact 
control 
COMPLETELY AUTOMATIC — staples in 
stantly at the touch of a paper (or other 
materia! both hands left free to work 


PORTABLE — plugs into anyAC. outlet 
INEXPENSIVE—sensational new low price 


now everyone can afford the new S-88 


by Staplex 


Your assurance of quality and dependability is 
Staplex's mony yeors of manufacturing thousands 
of automatic electric staplers. Why waste time, 
money and effort on inefficient fastening methods? 
Get the $-88, today! 


THE =Sfaplex COMPANY 
775 Fifth Ave., Brooklyn 32, N. Y. 
Show me the Staplex §-88 in action! 
Send me further information 
NAME 
COMPANY 
ADDRESS 


2-58 


1958, The Staplex Company 
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26 


but deferring the decision-making to 
them. On this team, the systems repre- 
sentative has an equal voice, contribu 
ting to the team detailed knowledge of 
his field. 

The importance of specialized school 
training in systems theory, and training 
directly for the systems function, lies in 
early utilization of the person’s skills 
and aptitudes, enabling the organization 
to reap the benefits of the energy, en- 
thusiasm and creative ability which are 
strongest at this time of life, but need 
the discipline of such prior training to 
produce optimum results. 

We must assume that by a limited 
background Mr. Anderson was referring 
to a limited systems background. But, 
as we have seen above, except for a 
small number of men who were in some 
phase of formal systems work before 
World War II, the vast majority in the 


field today have 10-12 years or less 


systems experience. The basic concept 
from which our current systems tech- 
niques derive have been developed and 
disseminated only in the last decade, 
and are still being clarified and modified 
today. 

This leads us to the further realiza- 
tion, the central point of this presenta 
tion, that 20 years business experience 
will not answer management's systems 
needs if it is not coupled with a thorough 
knowledge of systems techniques. But, 
conversely, a thorough knowledge of 
systems techniques with limited business 
experience can answer management’s 
needs, at least in part. Naturally, there 
is a matter of degree to be considered. 
No experience at all leaves the neophyte 
without criteria for assessing the prac- 
tical aspects of the situation (and every 
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See 
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e Smooth flowing quality of X-7 formula ink Order from stationer, or 


makes it popular for general office work, too. write for free Copy-Fax 
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situation has them). But in 3-5 years, a 
systems analyst can amass a wealth of 
experience. 

Our back- 
ground then must be on the basis of 
kinds of 


survey, 


conception of a limited 


exposure tO Various systems 


endeavors: the systems pro- 
cedure writing, forms analysis and con- 
trol, equipment analysis, etc. There is 
no reason why the 30-year-old systems 
analyst, with 5-8 years business experi- 
ence, 3-5 years of it in systems, should 
not possess the “intensive varied back- 


ground” cited by Mr. White. 
from Mr. Weissel- 
berg’s article: “The methods man must 


fo quote again 
identify a 
details. He 
imagination to 


have an analytical mind to 


problem amid a maze of 


must have visualize 
several solutions to the problem; de- 


tachment to withhold until 
all the 


to recognize the best solution.” Analy- 


judgment 


facts are in; and common sense 


tical mind, imagination, detachment 


and common sense. These are qualitative 


factors which can be developed and 


enhanced perhaps, but not created 


through experience. They are present 


(or absent) in the under-30-year-old 
systems man just as much as they are 
present (or absent) in the over-30-year- 


old systems man 


conclude, from the fore- 


We must 


going, that the degree of benefit any 


organization can derive from its systems 
department is directly dependent on the 
quality of 


its systems personnel. This 


from the inherent 


staff 


quality is derived 


capabilities of the and depends 


more on their personalities, analytical 


abilities, objectivity and creative abill- 


ties, than on the cumulative years of 


experience per person 


Pie Orrice—February, 1956 





~ 
4-9 
\ >] 


LAMA ak y 
WV? “makes copies in)” 
_ seconds” 


The “Thermo-Fax” Copying Machine 
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situation has them). But in 3-5 years, a 
systems analyst can amass a wealth of 
experience 

Our back- 
ground then must be on the basis of 


conception of a limited 


exposure to various kinds of systems 


endeavors: the systems survey, pro- 
cedure writing, forms analysis and con- 
trol, equipment analysis, etc. There is 
no reason why the 30-year-old systems 
analyst, with 5-8 years business experi- 
ence, 3-5 years of it in systems, should 
not possess the “intensive varied back- 
ground” cited by Mr. White. 

from Mr. Weissel- 


berg’s article: “The methods man must 


fo quote again 


have an analytical mind to identify a 


problem amid a maze of details. He 


must have imagination to visualize 


several solutions to the problem; de- 


tachment to withhold judgment until 


all the facts are in; and common sense 
to recognize the best solution.” Analy- 
tical mind, imagination, detachment 
and common sense. These are qualitative 
which can be 


factors developed and 


enhanced perhaps, but not created 


through experience. They are present 


(or absent) in the under-30-year-old 
systems man just as much as they are 
present (or absent) in the over-30-year- 


old systems man 


conclude, from the fore- 


We must 


going, that the degree of benefit any 
organization can derive from its systems 
department is directly dependent on the 
This 


quality of its systems personnel. 


from the inherent 
staff and depends 


personalities, analytical 


quality is derived 


capabilities of the 


more on thet 


abilities, objectivity and creative abili- 


ties, than on the cumulative years of 


experience per person 
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NOTICE 


to all Traveletter users... 


Traveletter has a solution to the tax 
problem — on sales expenses and 
deductions. 


To all users of The Traveletter Sys 
tem for handling sales and travel ex- 
penses, Traveletter is issuing (at no 
added expense) expense forms* in du- 
plicate (with carbons). 

The use of these forms will solve 
many problems for your accounting de- 
partment and give each salesman and 
traveler a duplicate of his expense re 
port . which he will need in making 
his income tax return. The new Income 
Tax ruling will require each salesman 


to file a report of reimbursed 
starting March, 1959, which means that 
he must start w, in 1958, to keep a 
record of these 


¢ xpenses 


P.S. To companies not now using The 
T'raveletter System for reimburs- 
ing traveling personnel 


Perhaps the se of The Traveletter 
System for reimbursing your sales and 
traveling personnel can help ease the 
situation for you as it has for hun 
1 f other 


ireas < 1ESCriptive 


I rochure wil 


Apt 








TRAVELETTER CORPORATION 


Traveletter 


The Modern System 


for handling 


Travel Expenses Since 1894 


GREENWI 
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NO MORE 
CLUMSY 


...NO MORE 
MESSY 
SPONGES... 


When you use 
IDEAS FOR MANAGEMENT. Systems & 


Procedures Assn., 4463 Penobscot Bldg., 
Detroit 26, 500 pp., $16. -Tej-ang 4°41 & 
The papers and case histories presented | 
at last year’s International Systems Meet- | 
ing, comprising 80 articles by well known 
systems executives. Included is the Sys- | 
tems Panorama which 1s __ particularly | 
suited to the individual who handles a 
systems function along with other duties, | 
and to management executives who must | 
keep pace with today’s fast moving trend 
in systems and procedures. The Systems 
Manager Seminar, another section of the 
book, answers many of the day-to-day | 
problems which face managers of a sys- | HANDLING 
tems department: how to train a systems 


analyst; how to plan, schedule and justify PAPERS 


systems work: how to maintain an effec- | 

| 
tive staff organization, etc. This book ts FASTER ®= 
offered on ten-day approval bad 


Easy to Use! Just apply to fingertips for 

ELECTRONICS IN THE OFFICE. Office greaseless, stainless, tacky film. Pick 

Management Assn., 58 Victoria St., Lon- | up papers quickly, easily. Speed of 

don S. W. 1, England, 132 pp., $3.50. paper handling limited only by dex- 
terity of operator. 


The invisible fingertip magic for 


Eleven papers which were presented at 
the association’s electronics conference | Non-Allergic! Recommended by derma- 
last year, covering how a computer works, | tologists. Eliminates irritating rub- 
how a pre-computer analysis is made, and | ber fingers and unsanitary sponges. 
how a computer is used. There is also| Long lasting. Washes off easily. 

a section describing electronic data proc-| Widely Used! Thousands of businesses are 
essing equipment available in Great finding SORTKWIK an essential 
Britain aid to speed up sorting, counting, 
filing, posting. 
Try it and see why. You'll never be without it, 

1958 DIRECTORY OF COLLEGE GRADU- At your stationers or send for 

ATES AVAILABLE FOR’ BUSINESS FREE SAMPLE (regular 

PERSONNEL. Alpha Kappa Psi, 111 East size) on your letterhead 


38th St., Indianapolis 5, Free. 

. ; : Only 50c each SS 
Photos and short summaries on 136 4 
graduates seeking business employment in’ LEE PRODUCTS COMPANY 

958 "y are majors in accounting, ; 
| They are majors in iccounting, ad Dep't. 0-1, 2736 Lyndale Av. S., Minneapolis 8, Minn. 
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ministration, finance, management, mat 
keting, sales and other business fields 


HOW TO ESTIMATE YOUR’ SOCIAI 
SECURITY PAYMENTS. Government 
Printing Office, Washington 25, D. C., 
16 pp., 5 cents. 


How to estimate the amount of old 


age and survivors insurance benefits. Ask 
for Catalog No. FS 3.35:30/2 


Sputnink Challenges 
American Genius 


The Editor 


Some day, when you are contemplating 
writing an editorial on improvements in 
office equipment, please write one under 
the subject, ““Wanted—An Office Pen Set 
That Keeps the Ink in the Pen and Not 
on Your Hands.” On my desk I have a 
holder in which rests two pens; one with a 


SORTING SIMPLIFIED 


with the AOA haces 


VERT-A-SORT 


Fast 
Accurate 
Easy-to-Use 


Inexpensive 


Increase sorting efficiency and 
production with the easy action 
VERT-A-SORT. Speeds sorting of 
accounts receivable and payable, 
checks, invoices, etc. In a variety 
of sizes, indexed to your needs. 
Write for complete details. 


THE Kthhaas COMPANY 


8012 S. CHICAGO AVE. © CHICAGO 17, ILL. 
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fine point for figure writing and the other 
a broader point for signing letters and 
checks. Each time I pick up one of these 
pens I do a slow burn because the ink 
on the outer 


This 1s 


instead of being in the pen, ts 


edge and gets all over my fingers 


not only disgusting to me, but it 1s down 
right discourteous to any 


pick up my pen to sign his name to any 


guest Who may 
instrument 

Now I have tried several makes of pen 
faithful secretary 
month, but the 
ink on the 
outside of the pen where it does not be- 
You write about automation in the 
Why don’t you propose that just the 
little things in the office should 
pen- 


manufacturers 


holders, and my washes 


them out many times a 


end result is always the same 


long 
office 
ordinary, 
be improved, such as desk sets or 
holders? If our American 
are unable to cope with the situation, then 
1 suggest you Russians who 
probably have had this situation licked for 
many years Sigened with inky 


A. K. LONGACRE. 


Freightways, 


contact the 


fingers by 
Treasurer, Union 
Omaha 





EVER-SAFE Portable 
Insulated LEDGER FILE 


No heavy lifting 
of filled trays. 


FIRE PROTECTION at point of use. 


Over-all height 28 

31''. Inside Drawer width |8!/, 

depth 26'' 

Write for complete information and prices. 

MIDWESTERN MANUFACTURING CORP. 
Indianapolis 4, Indiana 


width 22%"', depth 
', height 14'/, 
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THe Orrice 


want to 


ert 


duplicating costs? 


Selecting the right paper for the job is the 
first step toward efficiency and economy .. . 
whether you're using offset, mimeo, spirit 
duplicating or direct copy. In every case, 
there is a specific ATLANTIC PAPER that will 
do that job best of all. 


ATLANTIC PAPERS are made for 
dependable performance. Their 


EASTERN 


“show-through”. Their moisture-control adds 
dimensional -stability for more accurate reg- 
ister, less time on re-runs. 


Why not begin to cut duplicating costs 
now? Call your Franchised EASTERN Mer- 
chant for your free 1958 copy of EASTERN’S 
highly informative instruction 
book, “Introduction to Office 


greater opacity minimizes % RK aie) Duplicating and Printing”. 


EXCELLENCE IN FINE PAPERS 


ATLANTIC BOND ATLANTIC DUPLICATOR 


y-Nateliba. 


ATLANTIC MIMEO 


ATLANTIC OFFSET ATLANTIC OPAQUE 


Paper 


)F FINE BUSINES 
W YORK, BOSTON 


PERS AND P LL PULP 
70 AND ATLA 
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MEMO 
FROM 
MANPOWER 


eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


“Controlled Overhead Plan" 
Aids Office Managers 


The reception of Manpower’s new ‘‘Controlled 

Overhead Plan” by office managers has been 

extremely gratifying. Introduced last month, 

our new plan is already aiding firms from 

coast-to-coast in controlling overhead costs 

* while keeping efficiency at the highest level. 

a Under this plan, you keep your permanent 

office staff at the level required for 

efficient day-to-day operation and call 

on M: anpower, Inc. to perform all work arising above that level. 


As an example of how the plan works: Assume you have an 
extra load of typing for 16 days each month. By using a 
trained Manpower employee to do this work for 16 days only, 
instead of hiring another full time staff member, you save 
substantially. 


In many cases, we take this extra work into our own fully 
equipped offices saving your work space and equipment use in 
addition to the other savings involved. 


How can our new plan help you? 
Write for our free Memo A42 which explains our new plan 
in detail. 


Nice Being With You, 


Elmer L. Winter 
President 


manpowersr, inc. 
818 N. PLANKINTON AVE., MILWAUKEE, WIS. 
OVER 100 OFFICES COAST-TO-COAST 


any 
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NCR or CARBON INTERLEAVED 


NCR forms are now realistically priced, priced in competi- 
tion with carbon interleaved or carbon spot forms. 





Prue Orrice 


ee 


No longer is it only a question of price, the question is one of application, 
difference on two and three part forms is measured in pennies per thousand 
multiple 
in some sizes are lower in cost than Carbon Sets. 
business forms 
unique and interesting paper rotary lithographed 


price 
and only slightly larger on 
two part, 
Form Analysts, Buyers and users of 
mendous possibilities of this new, 


more 


and rotary collated into sets of Inter-Office forms, 
Purchase Orders and many types of 


Checks, 
Distributor, 


Lading, Invoices, Voucher 
applicatior 

Sold through your favorite 
sales office or exclusive 


list of those eager to service your needs: 


ALABAMA 


Birmingham: 


AL 1-715 
CONNECTICUT 
Glastonbury: New England Business 
Forms ME 3-9449 

ven: New England Bus 


Birmingham Salesbook Co 


Forms 


Wilmington: Nussbaumer Co. OL 5-1297 
FLORIDA 

Jacksonville: 
EV 9-0377 
Orlando: Moore Bros. 
Orlando: Robinson Inc. 5-2566 
Tallahassee: Robinson Inc. 3-4755 
Tampa: Accurite Bus. Forms 71-850! 
ILLINOIS 

Chicago: Efficiency, Inc. SE 8-1983 
Chicago: Modern Bus. Forms ST 2-7089 
Rock Island: Fidlar & Chambers 8-1753 
Sterling: Rock Rivr. Val. Ptrs. MA 2727 
INDIANA 

Elkhart: Service Press 3-0800 
Evansville: H. E. Arnold HA 3-0222 
Indianapolis: C. H. Arend CL 5-0420 
Indianapolis: indiana Business Forms 


ME 7-9430 
Norm. J. Graul CL 1-3272 


Business Suppliers 


3-5794 


indianapolis: 
Marion: Carl H. Bleke Phone 282 

Mich. City: Bodine Ptng. Co. TR 4-5288 
So. Bend: Superior Bus. For, CE 3-5350 
IOWA 

Davenport: Fidlar & Chambers 3-8094 
KENTUCKY 


Lexington: Transylvania Ptng Co. 2-7977 
MAINE 

Lewiston: H. H. George Co. 2-6634 
Portiand: H. N. George Co. SP 4-968! 
MARYLAND 

Baltimore: Better Bus. Forms PL 2-2350 
Baltimore: D. N. Owen & Co. SA 7-0077 
MASSACHUSETTS 

Townsend: N. England Bus. Ser., TO [11 


MICHIGAN 
Detroit: G. Norman Brown TR 5-7978 
Detroit: Industrial Printers L! 3-9594 
Grand Rapids: Superior Bus. Forms 
OL 6-1087 

Fl 3-1649 


Kimazoo: Superior Bus. Frms. 


Stationer, 
territory, but for your 


is YOURS 


as the 


sets. - - Fold Over Statements one and 


should investigate the tre- 
Biils of 


factory 


Lettersets, Order Forms, 


or Printer. We have no direct 
convenience the below is a partial 


MINNESOTA 

Duluth: Modern Supplv Co. RA 
Minneapolis: Arnell KE 2261 
Moorhead: Steffens Ofc. Equip 
MISSOURI 

St. Louis: Brice Co., 
NEW JERSEY 
Laurel Springs: Lou Fink & Son 4-0082 
Morristown: Service Business Forms 


JE 9-2959 
Bill Brown & Co 
RK 


7-2441 
3-1736 


CH 1-3435 


Trenton: EX 6-919! 
NEW YO 
Albany: Coolev Bus. Forms 89-3137 
Binghamton: Cooley Bus. Forms 4-3690 
Buffalo: Buffalo Business Forms MA 0754 
Buffalo: Chas. D. Zacher MOhawk 6425 
Y.: Cooley Bus. Forms MU 3-2690 
N. Y.: Ecco Bus. Systems MU 4-0110 
N. Y.: Printed Products Co. BR 9-8057 
Rochester: J. C. Moore Co. BA 5-3760 
Rochester: Cooley Bus. Forms BA 5-9805 
Syracuse: Coolev Bus. Forms SY 75-1606 
NORTH CAROLINA 
Greensboro: E. P. Geoghegan BR 4-2 
Greensboro: Key Bus. Systems BR 3-2 
OHIO 


4-2772 
150 

Akron: Stinaffs HE 4-2106 

Cincinnati: Mod. Bus. Forms, GA 1-7111 


Cleveland: Doan Pntg. Co. MA 1-7690 
Cleveland: Kyman Business Forms 


SK 2-2768 

Columbus: Stoneman Press CA 1-4311 
Hamilton: H. Wuebbold Co. TW 3- ted 
Mansfield: D. Barr Assoc. LA 4-431 
Minster: Post Printing Phone 46 
Springfield: iP _— Forms FA 2-3035 
PENNSYLVA 

Pittsburgh: ll Business Forms 
TU 2-4547 

Cuber ee: ‘Accounting & Business 
Forms LO 3-0314 

TENNESSE 

Memphis: S. C. Toof JA 6-227! 

VIR A 

Arlington: Carl D. Ford JA 7-7294 
oneeen: McPherson Blair Associates 


WISCONSIN 


Milwaukee: American Business System 
3 


BR 2.4643 
WASHINGTON, D, C. 
Murray & Heister NA 8-0987 


Distributors and Stationers write for 1958 Price Catalog. 


Vodou Gusinese Toume WEG. C0. 


331 WEST COURT °* 


CINCINNATI 2,. OHIO 
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TWICE AS MANY 
J i L 
Users consistently report up to twice as 


| many good impressions... per pound of 
GOOD Van Son Holland's ‘‘Quickset’’ litho inks 


High density and super-fine grind mean 


TOO TOY not only greater mileage, but full 
IMPRESSIONS bodied quality which reveals all the 
A Wh a Yh detail and brilliance of any plate 


halftone or solid. Trouble-free 

, performance too, keeps your litho 
per pound presses or duplicators working 
full time 


imported from Holland, ‘‘Quickset’’ 

inks are available in the new 

‘no-mess’’ ink gun and cartridge 
dispenser or standard cans 

black and 50 colors 

Write today for full information 

and prices 


wiih 
ORDINARY 
INKS 





VAN SON} HOLLAND INK 
‘at Corporation of, America 


$2 UNION STREET * MINEOLA, NEW YORK * PIONEER 62690 
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The Master Mind of Cash Control 


“For friendly 
shopping” 


Revolutionary new 

streamlined Cash Register, with 
automatic, itemized receipts, numbered 
and dated, stamped with the Firm’s name; 
accumulating automatic customer 
counter, as well as built-in 

adding machine. 


In Canada: Regna Cash Registers 

of Canada Ltd., 704 Notre Dame St. W 
Montreal, Que., and Business Equipment 
Machines, 489-R King St. W. Toronto, Ont 
OUTSIDE CONTINENTAL U.S 


ENT 


Jorgen S. Lien, Box 507, Bergen, Norway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
‘AND SHOPPER 


Sensational ! 
Simply Fantastic! 


Cash Master 

“The Dream 
of every 
Retailer” 


Mail the coupon—Mail it today—Mail it nou 








REGNA CASH REGISTERS INC., 

175 Fifth Avenue, New York 10, N. Y 

Gentlemen 

Please rush more information on the new Regna Cash 
Master and outline advantages of becoming a Regna Dealer. 


Name 





eS re 





ee State 
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You can fill all your 
multiple mailing needs with 


the Dennison Line 
of Addressing Labels 





; 
; 
; 
j 
} 


The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (21% x 
1") on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 


salmon, canary, cherry, green. 
In 25 sheet or ream packages. 





eoreerereeweee ee eee eew eee ewe eeeeeeeeeeeeeeee 


4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels = g | lined up until 
snapped apart. 33 labels (21%, 
x 1%") on a sheet. White only. 


eevee eeee eee e ee eee el 


eeeeeneeeweeeeee 


epee ee ewe eeee 


Dennison Addressing Labels come in 

continuous rolis of 1000 couponed 

labels, 3x 1” or 3x 1%", ina dispensing 

box. Accurate spacing allows labels to be 

eed with a minimum of adjustment. 
hite only. 


eee ereeweeer 
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Dennison quality labels plus , 

special Dennison gumming , Framingham, 
insure satisfaction. : 

Order Dennison Addressing 

Labels from Your Stationer. 


Mass. 








iia 
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FOR BETTER OFFICE HOUSEKEEPING 


STOC-RITE 








York 

multi-purpose 
wardrobe and 
storage | 
cabinets 








| 
| 
| 
| 
1] 


York 


i 
multi-purpose | i 
i ——— 


counters and 
storage tables 





York 


N l | Ss 5 | meti-purgon 
ia WY LOCKERS, SHELVING, SUPPLY 
a AND WARDROBE CABINETS 


Everyday more and more offices improve housekeeping and 
reduce costs with York Stoc-Rite multi-purpose lockers, 
shelving, supply and wardrobe cabinets. Featuring beauty, 
durability and versatility in addition to unequalled effi- 
ciency, York units can be tailored to your requirements. 
Unlimited variations can be assembled economically from 
standard parts with a screwdriver and wrench. Gray or 
green finishes are optional. 


















































For a new high in storage efficiency and a new low in 
cost, send for literature and prices... 


York Safe & Lock 


Dept. C- 124 

Canton, Ohio 

Please send York Stoc-Rite information 
Firm 


YORK SAFE & LOCK Individual 


Department C.|24 Street 
Canton, Ohio City \ Sei gi 
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Carbon Popers ¢ Inked Ribbons ¢ Carbon Paper Ribbons * Carbon Capy Sets ¢ Spirit 
Corbons ¢ Master Units «© Printed Master Sets * Duplicating Supplies ¢ Copyholders 


: i. 


ie aoe 


<54 Whe 


Yens tae om, Neen Gah 


RR 


\ 


EXPERIENCE 


that can only be acquired throug.. 
sixty-three years of uninterrupted 
quality production... now 
combined with the most modern 
merchandising and pockoging 
methods. 


DEPENDABILITY 


of products and service ... man- 
ufactured and supplied by one 
of the few remainirg owner- 
managed corporations in the 
ribbon and carbon industry. 


CURTIS-YOUNG 


"a CURTIS-YOUNG CORPORATION 


DUPLICATING PRODUCTS THAT 110 West {8th Street, New York 11, New York + OReaon 5-3636 


REFLECT YOUR GOOD JUDGEMENT U.S. CARBON & RIBBON MANUFACTURING CO., INC. 
621 Cherry Street, Philadelphia 6, Po. * WAlnut 2-1416 
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The challenge of 
Friden Zape-Talk 


is big as your imagination 


If you can imagine an Automatic 
Office, Friden can deliver it now! 
That’s the authentic, down-to- 
earth miracle Friden builds into 
machines that write, read and cal- 
culate with punched paper tape! 
To benefit by this miracle, your 
mind must open to radical change 
—from familiar methods of han- 
dling paperwork to automatic 
systemizing by Tape-Talk. 
Friden promises this: In exact 
proportion to the degree of office 


ADD-PUNCH ® 
Automatic code tape 


COMPUTYPER & 
Automatic tape billing 
department in one desk : 


SELECTADATAR 
Automatic tape 
reader-selector-sorter 


TELEDATA® 
Automatic tape 
transmitter-receiver 


JUSTOWRITER ® FLEXOWRITER ® 
Automatic justifying 


type-composing machine + accounting machine 


adding-listing machine ; tape punch combination : 


: Automatic tape writing- : ; 
- The Thinking Machine of + 


é 4 


gFriden create” 


A New world 


For Busine®> 


automation you wish to achieve, 
Friden Tape-Talk machines will 
(1) Eliminate need for manual 
movements and operator deci- 
sions; (2) Increase work volume 
output without increasing payroll 
costs or overtime; (3) End pri- 
mary and compounded errors nor- 
mally occurring in office data 
recopying. 

Call your nearby Friden Man or 
write Friden, Inc., San Leandro, 
California ... sales, instruction, 
service throughout the world. 


Friden, Inc. 


AUTOMATIC 
INPUT-OUTPUT 
MACHINE 


COMPU-PUNCH ® 


Automatic calculator- 


Friden fully automatic 


Calculator — Natural Way 


Adding Machine 
American Business 
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e told the boss how much he can 
save with 3M PLATES!” 


BRAND 


‘Eliminating press run troubles often means eliminating vari- 
ables in the plate,’’ I told the boss. “What we should be using is 
the specially treated aluminum 3M Brand Plates. I know these 
100% consistent plates are money-savers because they eliminate 
so many variables in processing, makeready and on the press. 
For instance,” I said, ‘exposure and development times a/ways 
remain constant. Plate thickness mever varies. Ink and water 
balance is much easier to set up—and maintain. We tried 3M 
Plates. They sure did the job! Things were never running 
smoother in our shop.” 


3M Photo Offset Plates 


BRAND 


Where research is the key to tomorrow 


\ 
"3M" is a registered trademark of Minnesota Mining and Manufacturing y 
Company, Saint Paul 6, Minnesota. General Export: 99 Park Avenue, (jg 
New York 16, New York. In Canada: P. O. Box 757, London, Ontario. "search 
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How Modern Bruning \. 
Copying Machines Slash } 


Accounting ane”: 


Add New Information to Original Worksheets; 
Make Updated Copies Mechanically! 


1. Enter new or variable information on the original 
form or worksheet printed on ordinary trans- 
lucent paper. 

. Make sharp, black-on-white, “photographic’ 
copies of the updated original in your Bruning 
Copyflex copying machine—in just seconds. Any 
number can be made, and at less than a penny 
each for materials for the 8\4 x 11" size 

3. To re-issue the report, with new or additional 
information, simply add this information to the 
original translucent form or worksheet and make 
new Copyflex copies 

That’s it — with modern Bruning Copyflex copying 
machines! No rewriting or retyping of basic or repet 
itive information from one form to another. No clerical 





(BRUNING ) 
Copytlex 





For More 
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copying errors. No proofreading 


for other 


personnel 
vital work; get reports « r 

You can apply Copyflex to almost any accounting 
or systematized paperwork in your business. And any. 
one in your offices can make Copyflex copies. Just place 
the translucent original on a sheet of sensitized Copyflex 
paper and feed both into the copying machine. A sharp 
black-on-white copy (or color-tinted, if desired) emerges 
in seconds. Machines are clean, quiet 
ideal for office use. They are available with copying 
widths up to 54” and are priced as low as $555 for the 
handy table model shown above 

Use the coupon below to get your copy of our 
16-page booklet that fully describes how Copyflex can 
in time and 


and odorless — 


save you thousands of dollars annually 
work in major accounting operations 


—<<= Send for Your Free Copy! = = = — = 
Charlies Bruning Company, Inc., Dept. 22-G 
1800 Central Road, Mount Prospect, tl. 
Offices in Principal U. S. Cities 
In Canada: 105 Church St., Toronto 1, Ont 
Please send me my free copy of the 16-page 
booklet, “Shortcuts to Accounting 


Name Title 
Company 
Address ” 


ee D htircerceremnscitmces County 
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Your typist, a typewriter and 
Duplisnaps give you a coms 
plete addressing department 
—at low cost. 


Slip the carbon — interleaved 
Duplisnap setin a typewriter, 
type the addresses, snap the 
set apart and the job is done. 


You have up to six sets of 
clear, perfectly aligned, 
strongly gummed addressed 


labels. 


Write for your free copy of 
“Speed Your Mailings.” 


yyyinen ener ent 
Se 


EUREKA SPECIALTY PRINTING CO. | 
518 Electric St.- Scranton, Pa. 
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SO ADVANCED 
WWW it Leads them ALL 


Y 


v, 


PRECISION 
TYPEWRITERS 








OLYMPIA ... the typewriter that stands apart in any com- 
pany. Here is quality, durability and perfection all combined 
in one. Beautifully designed, its unusual reaction to typing 
and operation reflects the finest in typewriter construction. 
This is your typewriter ... the typewriter that is ahead of 
all. To use it is a real experience. See your authorized 
OLYMPIA DEALER today. 


PLUS FEATURES: Instantly interchangeable carriages ¢ Automatic paper 
injector for quick and accurate letter and envelope insertion ¢ Auto- 
matic tabulator clearance ¢ Correcting space bar permitting neat 
corrections or insertions of omitted letters 


Writes BEST of all... 
Because it’s built BEST of all. 


OLYMPIA DIVISION iInteR-cONTINENTAL TRADING CORPORATION - 
90 WEST STREET - NEW YORK 6.-N. Y. 
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TOTALIA 


adding listing machine hand 





| capacities up to : « models 
12 listing 13 totaling also 


available 








VUMERIA 











capacities 


up to 10a 11x21 


LAGOMARSINO .- FAI - Viale Umbria 36 - Milano (Italy) a 


TOTALIA «@ A.A.A. Adding Machine Company, Inc. - 26-09 Jackson Avenue - Long Island Cify, N.Y 
Grobark & Company - 159 N. Dearborn Street - Chicago 1, Ill 
Elite Office Machine Co. - 403 SO. Fairfax Avenue - Los Angeles, Calif 
NUMERIA ¢ A.A.A Adding Machine Company, Inc. - 26-09 Jackson Avenue - Long Island City, N. Y 
For More Information Circle No. 350 








now with 


at little more than a tubular steel base 





new beauty Here’s the “New Look” by mILv KEF, in three 


exceptional clerical post chair 
ERMO-PLASTIC base. T 


ed be 


new durability aiid ne in 


possible no screws, | 


ivets, or met 
required...nothing to come loose. Here, truly, is ne¢ 
in clerical posture chairs...exclusive with MILW 
you a new, more profitable selling opportunity. 


write for complete details now 


' ! ' 
© 0-@ there is nothing finer in office che 


/b | } ul 


MILWAUKEE METAL FURNITURE COMPANY, \o Inc. 
101 N. Campbell Ave., Chicago 12, Illinois 
For More Information Circle No. 343 
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POP WIOTE TEitOr bak itett Wit i eee 


aN EW 
:  Stock- Contre! 
stem sine 


i ry-Talll 


. D bore ' 
o | x9 oa saves time... 
<1A , 


ADORESS er oe 


Le as — /speeds Production... 
“"-stOps errors 


Manufacturers of skirts (or skis) can speed and simplify 
their stock-keeping, accounting, and payroll records with 
simple punched-card systems based on Vary-Tallies. 

A leading skirt-maker, for instance, always has complete 
command of several variations of styles, sizes and colors 
simply by lifting out the cards for any of these 
classifications . . . and recording them on the Vary-Tally 
This gives him an instant accounting on any account, 
without pencil tallies, scratch marks, or telltale marks 
on the goods. 


In time-checking, this manufacturer has tallied 420 
items on 80 orders in 4% minutes. His best previous time 
was 40 minutes. No copying . . . nothing but the final 
totals on the counter-faces. 


What Production Systems Inc., Waltham, Mass., 

is doing for the garment industry with its ‘“‘Quik-Pik”’ 
System .. . you can do for yourself with a similar 
system based on Vary-Tallies. And you can count 

on Veeder-Root to help you. Write: 


‘issientideadigiaaatalans a 5/ VWeever-Roor inc. 


New York » Los Angeles + Son Francisco » Montreal 


Offices ond Agents in Other Principal Cities : “The Name that Counts” 


For More Information Circle No. 344 
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WAU aS 


IMPRESSION 


THAT GO PLACES! 


Promoflons created to stimulate agin get a better am. 


to cement employee relations or ‘Sept. office 


need, you cannot find a more colorful and Brilfiant line. 


Wausau offers the greatest selection of impression papers 
specifically made for each of the three major processes— 


stencil duplicating, offset, spirit or gelatin process. 


The complete Wausau Impression Paper 
line is available nationally through 


Our 59th year authorized distributors and _stationers. 


WAUSAU PAPER MILLS COMPANY 
General Sales Offices 
111 West Washington Street, Chicago 2, Illinois 
lis at BROKAW, WISCONSIN Member: Wisconsin Paper Group 
For More Information Circle No. 330 








President Eisenhower sets the cornerstone of the new Atomic Energy Commission’s 
headquarters office building near Germantown, Md. Four rolls of microfilm (upper 
left), containing 9000 pages of historical documents photographed by Recordak Corp., 
subsidiary of Eastman Kodak Co., were desiccated and sealed in the cornerstone. L. to r. 
are the President; John A. Derry, AEC construction and supply director; Rep. Carl T. 
Durham, chairman, Congressional Joint Committee on Atomic Energy; Lewis L. 
Strauss, chairman, Atomic Energy Commission. 


The Lord Mayor 
and Lady Mayor- 
ess of Manchester, 
England (Alder- 
man Leslie Lever, 
M.P. and Mrs. 
Lever), look on as 
Mayor Glenn’ §&%. 
Allen Jr. of Kala- 
mazoo, Mich. 
(center), receives a 
history of the Brit- 
ish loose leaf bind- 
er manufacturer, 
Kalamazoo  Ltd., 
from E. W. Rob- 
ertson. 
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Mutual Broadcasting System’s controller 
James Gladstone (second from left), and 
assistant controller Herbert Cutting, are 
greeted at the door of Burroughs’ mobile 
demonstration unit parked outside MBS’s 
office in New York. Burroughs’ zone sales 
manager George Shader is at right. (See 
photo below.) 


Mobile Exhibit 


Visits Customer 


Burroughs’ salesman Murray Pfeffer 
(right) instructs Mutual Broadcasting Sys- 
tems’ machine operator Eleanor Murphy 
in the operation of a Typing Sensimatic 
Accounting Machine. The mobile exhibit 
brought the demonstration to the customer 
during New York’s recent subway strike. 











TM 
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im 
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When Western Maryland Railway Co. 
moved from its old offices (left) to new 
quarters in Baltimore (below), they re- 
duced their 561 filing cabinets to 375 by 
routing material either to their permanent 
archives or to the wastebasket. (See photo 
below.) 


Railway’s New Offices 


The tariff and rates section in Western Maryland Railway’s new offices showing Shaw- 
Walker Stylized Clutter-Proof Desks. The Office Planning Division of Shaw-Walker, 
headed by Robert K. Gad Jr., analyzed the railway’s office needs and submitted plans 
which were shown to both executives and employees before final approval. 
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New offices of Fireman’s Fund Insurance Co. are in this 195,000-sq. ft., three-level 
building on a 10.2-acre site about three miles from downtown San Francisco. Company 
spent $600,000 for land, $600,000 for new office furniture, $300,000 for landscaping 
and parking facilities for 250 cars, and $4'2 million for construction. 


New Office Building of the 


ral typing department. No employee is more than 45 ft. from an outside window. 




















ae es nif 
cman Wal 


Before touching his drafting paper, architect Edward B. Page spent a full year studying 
the office work of Fireman’s Fund Insurance Co. The 300 x 144-ft. air-conditioned 
building, atop a slight hill, provides workers with a panoramic view of the San Fran- 
cisco skyline through ceiling-to-floor windows containing almost an acre of glass. 


Fireman’s Fund Insurance Co. 


Underwriting and claims department. (See additional photographs on the following 


pages.) 


ae 
‘ea 


* 














The mailroom 
handles an aver- 
age of 20,000 
pieces daily. An 


addressing section ; 


has files of 32,000 
address plates and 
can address 5000 
envelopes an hour. 





Smaller depart- 
ments at Fire- 
man’s Fund Insur- 
ance Co. have par- 
titioned offices in 
their new building. 


The 7000-sq. ft. 
cafeteria can serve 
400 employees at 
a time. The com- 
pany has an office 
staff of 900. 








The premium and 
expense account- 
ing staff of Fire- 
man’s Fund Insur- 
ance Co. Note the 
view of San Fran- 
cisco from the 
windows. 


The attractive and 
restful employee 
lounge is adjacent 
to the cafeteria. It 
overlooks the 
landscaped 
grounds and_ the 
city beyond. 


One of two such 
areas, this lecture 
room has _ sound 
projection equip- 


ment, blackboards 
and display facili- 
ties for use of the 
educational de- 
partment. 








“West Side Story” was probably the first 
Broadway vroduction to be written on a 
Smith-Corona electric portable typewriter. 
Author Arthur Laurents (above) has also 
done scripts for several successful movies 
including the recently released “Bonjour 
Tristesse.” 


Ethan Allen tells office workers that “the 
pencil’s mightier than the sword.” Joseph 
Dixon Crucible Co., makers of Ticon- 
deroga pencils, provided prints of this 
photo to stationers as company promotion 
for Pencil Week which occurs the last 
week of this month. 


Shirley Herbster 
pops out of gift 
package as the 
door vrize won by 
William W. Brad- 
ford (left), presi- 
dent of Letterex 
Corp., at tie 
Christmas party of 
the Washington, 
D. C., chapter, 
National Office 
Management Assn. 
Miss Herbster’s 
secretarial services 
for a week were 
donated by Man- 
power, Inc. 
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There is a big difference in bond papers. And i of & = ¢ 
a change to Hamilton Bond may very well had 
produce a real improvement in your offset Sample package of 

duplicator work. Hamilton Bond. Ask your 


Hamilton Bond is a blend of the finest 
pulps. The genuine watermark is a separa- 
tion of fibers inside the paper . . . making 


the surface absolutely smooth and level for HAM i] LT ON 


proper ink distribution and sharp impressions. 
Hamilton Bond is always uniform .. . PA 
precision trimmed through use of electronic PE R S 
controls . . . pre-humidified and moisture- 
Hamilton Paper Company, Miquon, Pa. 


F ‘ > reve . i y ‘ file 
proof wrapped to prevent curling ... avail Gin aniidinin: ba: ceadenanes She 
able in brilliant white and 11 colors. - Offices in New York, Chicago, Los Angeles 


merchant or write direct. 


DISTRIBUTED BY LEADING MERCHANTS IN ALL PRINCIPAL CITIES 
For More Information Circle No. 338 
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ANS EE 


Up to 50% 
of Production Costs 
on 
Davidson and 
Multilith 
Duplicator Plates 
with 
RAPID 
PRINTER! 








— 


Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses . . . automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only completely enclosed carbon are 
lamp and vacuum printing frame 
combination 


: Contact your dealer 
CO mM Da ny, in C. or write for bulletin 230B 


General Office and Factory 
824 S. Western Ave., Chicago 12, fll. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 351 
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A Modern, Sturdy @ZZE2} Elevator Stand 
At Rock Bottom Price! OUR SPECIAL! 














No. 1695 
‘Our Special" 


Colors: Mist Green, Gray, Desert Tan 


One Foot Adjustable 


Other products made by Inter- 
state include a wide variety of 
wardrobe and storage cabinets; 
steel elevator-type stands for 
heavy business machines; office 
utility stands; plastic chair mats, 
etc. FOR FREE CATALOG SEND 
COUPON. 





Your Best Buy 
For All-Around Use 


Undercoated — to 
absorb noise 


All steel 

All edges rounded 
Rattle proof 

Elbow type arms 
Tubular legs 

Rigid back brace 
Baked enamel finish 
2 drop leaves 

Soft rubber casters 


Exclusive 1-pce. 
leg bracket 











(OteTabitalelel we oat laloMaltater 


interstate Metal Products Co., Inc. Dept. J 
(Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill. 


Gentlemen: Please send me FREB office equipment catalog 
| & price lists on Maso products. 


NAME 

ee eae 
i ee 

AODRESS 
« 














(city) (zone) (state) 


For More Information Circle No. 374 


THe Orrice—February, 1958 





thanks to XEROGRAPHY... 


10-PAGE REPORT 


Beautifully clear, multiple copies 


w 2,000-PAGE REPORT 


of any report 


...@ach as sharp as the original 


It isn’t often that anvone wants 60( 
copies of a 2,000-page report 


But a client of Michael Baker, Jr., did 
Michael Baker, Jr., Inc 


country s largest consulting-engineering 


firms, and the voluminous report-at right 


above, concerned a vital and extensive 


engineering project 
Normally would cost many thou- 


sands of dollars to set up and print th 
required 600 copies of this report 


But each page of this report was « opied 


by xerography onto offset paper masters 
at amazinely low cost and time ¢ onsump- 


tion. Then 600 copies were run off on an 


offset duplicator ind eacl page was as 
beautifully crisp and clear as the original. 


For More Information Circle No 





is one ot the 


10 pages or 2,000... fast and economically 


Whether it's a simple report of a few 
lew copies, o1 report ot 
thousands of pages, you can copy it onto 
masters quickly by xerography for runoff 


ot multiple CO 
\\ rite tor 


pie S al low cost 


proof-of-performance folders 
showing how xerography is saving time 
and thousands ot 


dollars for companies 
of all kinds and sizes 


THE HALOIDB COMPANY 
58-223X Haloid Street, Rochester 3, N.Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 


. 339 
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‘STANDARD 
ROL-DEX 


for fast, economical record handling 
records roll to the clerk! 


SMALL volume record handling. The 

Rol*Dex, Jr. — only slightly larger than a 

wheel file, has the advantages of much 

faster filing-greater capacity-variety of 

card sizes in the same unit-availabilty of 
Rol*Dex, Jr. J records to outside reference. Designed for 
Oe Pe 2,000 to 12,800 records. 


MEDIUM volume record handling. 
Up to 35,000 tab cards in Model RL-73. 
Other models for 5"x3” and 6"x4".A 
compact work center with rolling 
work shelf for the seated clerk. 


LARGE volume record handling 

— extra filing space in the RC-Series. 
Will house tab cards (horizontal or on 
end) 8"x 5” cards; 6"x4” cards, 5”x3” 


x4 ¢ Model RC-73 
cards and MIB (2'%4"x3”") cards. 


Send coupon for free literature 


Pot. and Pats. Pending 


WATSON MANUFACTURING COMPANY, Inc. 
RoleDex Division, Dept. O-6, Jamestown, N. Y. 
Ailmme * . 


Please forward literature on ROLeDEX Standard Units 


emneiahe ae <eik tea. ..-Title 
a Company 


Street : — Aiea 
City _ - ; _State 


For More Information Circle No. 342 
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Odhner saves work by gaining time mechanically. 


New automatic multiplying short-cut Odin 


outspeeds, outlives all other ten-key adding machines 


This great new adding machine multiplies in one-third the standard time. The new short- 
cut Odhner must outlive your present unit because it multiplies with a fraction of the 
customary wear. And with the new Magic-Multiplier Row, you select your multiplier 
easily—with no more cycle counting. 


TIP-TAP CONTROL. Large operating bars— ALL-DAY TEST. Give your fussiest operator 
add-subtotal and subtract-total—to the one day on the new automatic multiplying 
right of the numeral keyboard, respond to _ short-cut Odhner; compare her performance. 
a tap of the little-finger tip. 


FACIT CALCULATORS, ODHNER ADDING MACHINES AND HALDA TYPEWRITERS. 
See the classified phone book or write: 


FACIT INC. 404 Fourth Ave., New York 16, or 235 Montgomery St., San Francisco 4 
Sold and Serviced in more than 100 countries. 


International Export Offices: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 


For More Information Circle No. 353 
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“ef 
Colitho Sensitized Acetate Plates 
a THE FASTEST, MOST 


UNIFORM COPIES EVER! 



































Quick inking, dimensionally stable, Colitho 

—Y plates are the easiest of all to handle—from 

SA preparation to duplication. Result? The 

cleanest, most uniform copies possible, from 

first copy to last, box after box. And produc- 
tion time is cut way. down, too. 

Colitho acetate plates are stocked in 
standard sizes and punchings for offset 
presses up to 38". They make every duplica- 
tor a better duplicator! Try them, you'll see 
the difference immediately. 


FREE DEMONSTRATION! Judge the superi- 
ority of Colitho acetate plates for yourself. 
Write: Colitho Division, Columbia Ribbon 
& Carbon Mfg. Co., Inc., 862 Herb Hill Road, 
Glen Cove, N. Y. for free demonstration. 
































SENSITIZED 
ACETATE SURFACE 


one ne COLITHO* OFFSET 
en: A DUPLICATING 
he PLATES AND SUPPLIES 


*T.M. Reg. U.S. Pat. Off 


For More Information Circle No. 323 
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<_This)Mr. Bell should see! 


lace for telephone* — 


SOSH HEHEHE EEE EEE EEE ETE EEE HEE EEE HEHE OES 


Telephone in the desk drawer! Just one of many organize everything from paper 
clips to records 
Actually a Shaw-Walker 


for the man behind a Shaw-Walker desk. 
Work-Organizer Desk has an in 


> revolutionary advances that eliminate desk clutter 


genious ability to lend a hand 
you find working materials 
A desk can be more than a place at which to work without hunting. Use it just one week and you'll be 


It can be an important aid 


to getting work done amazed at how much smoother the day’s work goes 
easier and more efficiently. This Shaw-Walker Work See what's new in other time-saving, space-saving 
Organizer Desk is working proof of that fact office equipment; get 292-page illustrated “Office 

With a Shaw-Walker desk you make a clean Guide.”’ Free, when requested on business letterhead 


sweep of clutter and confusion. Drawer interiors Write Shaw-Walker, Muskegon 4, Mich 


* In some cities the phone company hes 


but will do so when shown our § 
HAW- A KE Largest Exclusive Makers of Office Equipment 
L Muskegon 4, Mich. Representatives Everywhere 
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LONG-RANGE PLANNING: 
A Management Function 


CARL FREEDMAN 


President, Armed Forces Management Assn. 
Assistant for Financial Management, 
Department of the Air Force, Washington, D. C. 


S A YOUNG captain some 14 

years ago, I walked into the Pent- 
agon building wondering what was in 
store for me in my new assignment. I 
was soon to find out. Having reported 
to my new organization—the Office of 
Plans and Operations—in Headquarters 
Army Service Forces, | was given a 
brief orientation, assigned a desk and 
told I would work on “demobilization 
planning.” Until then my experience in 
both civil life and in the military had 
been concerned mainly with office man- 
agement, general administration, per- 
sonnel administration and supply man- 


(Note: The contribution of Brig. Gen. C. W. Cecil, 
Col. M. P. Davis and Col. C. D. B. Smith USAF, 
to this article is gratefully acknowledged. They 
permitted me to draw extensively from the material 
which was developed and used in the panel presen- 
tation at the Financial Management Round Table 
which is sponsored jointly by the Society for Ad- 
vancement of Management, American Society for 
Personnel Administration and Federal Government 
Accountants Assn. Gen. Cecil is director of man- 
uement analysis at headquarters, U. S. Air Force. 
Col. Davis and Col. Smith are two of his Division 
Chiefs.) 
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agement. These duties were largely op- 
erational: the execution of established 
programs for recurring operations in ac- 
cordance with prescribed procedures 
So, it was with some trepidation that | 
embarked on the new experience of a 
“military planner.” It is not my 
pose to deal here with the specific de- 
mobilization plans and procedures which 
were developed, such as the procedure 


pur- 


of using dual stencils in issuing move- 
ment orders which was a key factor in 
speeding: demobilization. This would 
make an interesting story itself. Rather, 
it is a point of departure for develop- 
ing the importance of the planning 
function—the first element in the man- 
agement cycle — as distinguished from 
the other two phases, i.e., execution or 
operations and review and _ analysis. 
Sometimes the lines between these three 
stages become somewhat fuzzy and fre- 
quently the functions are conducted 
concurrently. Nevertheless, such over- 





FORCES PROGRAMMED FOR THE GRAUSTARK AIR FORCE 
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CHART 1. 


lapping does not obviate the need for 
each of the three. 

As a demobilization planner, I must 
admit that I did not understand, at first, 
the full significance nor the immediate 
need for the work that I was assigned 
Actually, it was a number of 
years later when I gained sufficient ma- 
turity to fully appreciate the values of 


to do. 


68 


Since 
I was not fully impressed with the need 
for demobilization planning early in 
1944, it was a surprise to find that this 
planning had been going on since early 
1942. In March of that year Gen. Mar- 
shall, with typical foresight of a great 
leader and astute manager, had issued 
an order to the War Department Staff 


advance management planning. 
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to commence planning demobilization. 
This was only three months after Pearl 
Harbor and we didn’t know when or 
where we would gain our first tactical 
victory. The wisdom of this planning 
bore fruit in 1945 when it became clear 
to me that the Army could never have 
handled the exodus of millions of men 
in the efficient manner which it did if 
it had not this 
planning. 


been for advance 

Most of us, in business and govern- 
ment, are familiar with the need for 
and the technique of short-term plan- 
ning embraced in the annual budget 
Many 
those which must introduce new models 


process. industries, particularly 
periodically, engage in medium - range 
planning as a regular function. In the 
automobile industry, planning for pro- 
duction of new models is begun five 
years before they roll off the assembly 
line. These companies cannot afford to 


be overtaken by events—or they may 
be taken over by competitors. 
one is with the old axiom, 
“You still. If don't 
move forward you will go backward.” 
Successful companies cannot just let 
take Continuing 
profits and progress depends on for- 
ward planning—setting goals and objec- 


tives and then making them happen. 


Every- 
familiar 
stand 


can't you 


“nature its course.” 


This is the only way you can be sure of 
keeping up with, or ahead of, the com- 
petition. The who 
lets competition get ahead of him, is 
with the markets 


business manager 


faced loss of and 
profits. 

Military managers also are concerned 
with keeping ahead of competition. In 
their business, of course, they are not 


concerned with mere dollar profits. The 


infinitely greater. In_ this 
nuclear, supersonic, missile age Our way 
of life and our nation’s survival are at 
stake. Our military planners must have 
the foresight and imagination to make 


is stocked with the 


stakes are 


sure our arsenal 


weapons suitable for the time period in 


which they are needed as a deterrent 
to, or, if need be, for combat with the 
enemy. Weapons of the last war will 
not prevent the next one or defeat our 
It is fortunate that 
military leaders recognize this and are 
constantly improve their 
planning and programming techniques. 


next enemy. our 


striving to 


For many years the military has pre- 
and budgets, 


range 


pared short-term plans 
medium-range plans and 


In recent years emphasis has 


long 
plans. 
been on perfecting longer range-plans 
programs. The Aijr has 
conceived the idea that its plans and 


and Force 
programs must be presented and an- 
alyzed in terms of basic Air Force mis- 
This must 
be done not only in terms of quantity 


sions and weapon systems. 


and quality, but must also set forth the 
cost or financial implications. As used 
here, missions are generally synonymous 
with particular commands responsible 
for carrying them out. For example, the 
Strategic Bombing Mission is a respon- 
sibility of the Strategic Air Command; 
the Air Defense Mission is a responsi- 
bility of the Air Defense Command. 
Usually a command will employ a num- 
ber of weapon systems to perform its 
The term “weapon system” 
embraces a particular model of aircraft 


mission. 


and all related resources 


necessary for the weapon to perform 


or missile 


its combat function. 
To understand the significance and 
February, 1958 
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importance of long-range plans and pro- 
grams, remember that modern weapon 
systems involve tremendous costs and 
their complete life cycle may extend 
over many years. As an example, one 
weapon system currently in the Air 
Force inventory has a life span of 22 
years including the development phase, 
production phase and first line inven- 
tory phase. Early in the life cycle of 
a weapon system, critical top manage- 
must be made which 
commit us to courses of action involv- 
ing expenditures of hundreds of mil- 
lions and sometimes billions of dollars. 


ment decisions 


Naturally, these financial considerations 
are a great concern and must be con- 
sidered in relation to the total economy 
of the nation. Poor plans resulting from, 
or leading to, bad management deci- 
sions, or any other reason, can result in 
tremendous financial loss. Such mistakes 
may cost us than they 


may cost us our freedom. 
Air pro- 
grams and costs have been projected 
for a period of nine years. 


more money 


In recent exercises, Force 
In present- 
ing the plans and programs in mission 
terms, top management sees the time- 
phased impact of various proposals in 
terms of combat capability, force re- 
quirements (wings, squadrons, etc.), per- 
sonnel requirements, 
ments. 


facility require- 
Within each command area a 
breakdown is also provided by weapon 
system. Through the presentation of al- 
ternative plans and proposals, top man- 
agement can evaluate the combat capa- 
inherent in the 
as well 


bilities various alter- 


financial feasi- 
bility taking into consideration economic 
limitations. The charts and explanations 
which follow give some idea of how the 


natives as the 
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plans and analyses are presented to top 
management. Because of security con- 
siderations, it is necessary to present 
this material in terms of a mythical 
-the The 
illustrations and related remarks are 
purely hypothetical and do not in any 
way, detail, 


represent U.S. Air Force plans or pro- 


force Graustark Air Force. 


neither in concept nor 


erams. 


FORCES. Chart 1 indicates the 
forces programmed for the Graustark 
Air Force for the time period FY 1981- 
1989, shown in terms of its basic units 
(Sky Groups) indicated numerically 
along the vertical scale: 20, 40, etc. 
In 1981, the Air Force consists of 48 
groups: two different major weapon sys- 
tems, 31 old missile groups and 17 new 
Note that during FY 
1981-1982 only missiles are used. In 


missile groups. 


FY 1983 an entirely new weapon sys- 
tem is introduced (space fighters) which 
increase steadily throughout the long- 
range plan. In 1984 we also begin to 
operate and support magnetic projec- 
tiles. These changes in weapon systems 
convert the Air Force Sky Groups into 
very complex units. Numerous 
and models of weapon systems (Come- 
trail, Moontrack, etc.) are shown. Aside 
from the fact that we have many types 
and of hardware to 


types 


models maintain 
and operate, the force structure itself 
grows steadily during the time period 
from 48 groups at the beginning of FY 


1981 to 70 groups in FY 1986 and, 


finally, levels off to 69 Sky Groups at 
the end of the period when we are still 


supporting three large weapon system 
groups: Space Fighters, New 
and Magnetic 


Missiles 
Our Aijr 
Force managers must give attention to 


Projectiles. 
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research and development necessary to 
assure the introduction of the new types 
and models of weapons into the inven- 
tory at the time indicated. Also, there 
are complicated logistics problems, re- 
quirements for increased facilities and 
large numbers of highly trained per- 
sonnel. 

PERSONNEL. Chart 2 shows the 
requirements to man and support our 
Air Force. The time period is the same 
and the vertical scale shows thousands 
of people. From the beginning of FY 
81 until the end of 83, total personnel 
requirements rise ‘from 225,000 to a 
peak of 310,000. This expansion in 
only three years means radical adjust- 
ments in personnel authorizations, ac- 
celerated new construction for housing 
and increased training programs. Can 
we obtain the required personnel? Can 
we afford the additional facilities? Will 


we have the ability and time to train 
them? 


After FY 1983, there is some drop 
due to phasing out the old missile 
forces, but the trend is upward again 
from FY 86 to the end of 89 when the 
Air Force requires 370,000 people. 
Those required to man and support 
Space Fighters far exceeds the person- 
nel requirements of other weapon sys- 
tems. Space Fighters will be extremely 
complicated and require highly skilled 
personnel for their operation and sup- 
port. Such unusual personnel require- 
ments mean considerable increases in 
cost for training, housing, pay and the 
numbers of people involved. A mini- 
mum of 12 months will be required to 
train and otherwise prepare technicians 
for Space Fighters and magnetic projec- 
tiles. Pilot conversion will require 12 
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months. Analysis has revealed that the 
requirement date of FY 1982 cannot be 
satisfied for Space Fighters, and at least 
six months slippage in the manning pro- 
gram for Space Fighters is inevitable. 
Because this program will predominate 
during FY 81-89, an overhaul in the 
long-range personnel program must oc- 
cur immediately. 

WEAPONS. Chart 3 shows the Air 
Force inventory of weapon systems. 
Individual items are shown and meas- 
ured along the vertical scale. Missiles 
account for most of the inventory prior 
to FY 1989. Three years later, because 
of new requirements, the prominence 
of missiles is reduced to only 42% of 
total inventory. 

If this chart has no other significance 
than to merely show numbers of weap- 
ons, it serves a useful purpose by indi- 
cating the magnitude of procurement. 
It emphasizes the space requirements 
for our inventory, and it serves notice 
of a complex and expensive logistics sys- 
tem to support it. All this has an in- 
fluence on plans, if they are to be real- 
istic in their final form. 

FINANCE. Chart 4 shows the fi- 
nancing required in FY 1981 through 
1989 to achieve the program; the funds 
necessary for development, procurement 
and operation. The fund requirements 
are distributed on the chart so as to 
indicate relative costs. Notice how the 
rapid build-up of new missiles, space 
fighters and, to a lesser degree, magnetic 
projectiles, have created two peaks in 
funding. The first peak in FY 1981 of 
16% billion is caused by the increasing 
build-up to maximum procurement of 
new missiles. Included in this figure 
are also procurement costs of follow-on 





equipment. In each case, peak procure- 
ment 
hardware-on-hand. Following the cost 
trend to end FY 1985, the Air Force 
bill for initial investment and operating 


occurs several vears ahead of 


costs had risen to nearly $19 billion be- 
cause of the high procurement costs 
of several weapon systems during the 
same period, plus operating costs occur- 
ring for the maximum forces pro- 
grammed. 

Another point of interest on this chart 
is the doubtful 


question mark. During this period, new 


area indicated by the 


programs will be in effect, although 
these are not in the present plan. Addi- 
tional funding will be necessary to pro- 
cure new weapons at subsequent dates. 
The drop-off from peak cost at begin- 
ning of FY 86 is because hardware for 
current programs will have been pro- 
cured. However, certain known oper- 
ating costs will continue to support ex- 


isting weapons. This type of cost infor- 


mation points out when and where re- 
programming is required to bring forces 
into phase with resource limitations. 
Che Fund Chart, 5, 
the same gross financial requirements 


second reflects 
of the previous chart, but identifies par- 


ticular resource cost by budget cate- 
gories such as research and develop- 
ment, missile and aircraft procurement, 
facilities, etc. In preparing dollar fig- 
ures, basic computations are done so 
that specific items can be identified with 
each category to show relative category 
costs. 


ANALYSIS 
strates that a long-range Air Force plan 


The foregoing demon- 


involves the commitments of many im- 


portant resources for which the price 


tag reads very high in dollars. These re- 
sources must be applied with austerity. 
We have provided broad guidance to 
those who will be responsible for de- 
cisions and actions in the application 


of the nation’s resources. We have in- 
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dicated: 
1. The critical points in the phasing 

of forces. 
2. When 


be necessary 


appropriate action would 
to support research 


development to the fullest, 


and 
so that ac- 


tion will satisfy procurement lead-time 


requirements. 

3. The critical impact on personnel 
and training. 

4. The rapid build-up and phase-out 
of missile inventories and the 
upon facilties. 

5. The reprogramming which may 
be necessary to bring peak year fund- 
ing into phase with budget and other 
resource limitations. 

The preceding illustrations deal with 
broad areas of the plan which, obvi- 
ously, have to be expressed in greater 
detail as decisions are made and devel- 
opment of the plan progresses. For ex- 
ample, it is necessary that the plans and 
called “support” 
be developed in additional detail. 
areas embrace: research, 


effects 


analysis of the so- areas 
These 
development 
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and edu- 
(procurement, supply, 
This can 
illustrated in a single weapon 
Let’s take a look at a hypo- 
Air Defense missile called the 
Grouse. For this illustration we will 
use the time period FY 1958-1967. 

GENERAL. Top management will 
want to know the following: 

a. Can Grouse be developed 
produced at the proper time? 

b. Can it be supported in operation 
on a timely basis? 

c. How much will it cost? 

Remembering our support areas (re- 
search and development, personnel and 
training, logistics, and financing) let’s 
take an overall view of Grouse. Chart 
6 gives a quick look at the program and 
the danger areas. In this case, it indi- 
cates problems in R&D and logistics. 

RESEARCH. Chart 7 shows the pro- 
gram for research and development, in- 
cluding the financial status. Through a 
synthesis of all available data and in- 


and test; personnel, training 


cation; logistics 


maintenance, facilities, etc.). 
best be 
system. 


thetical 


and 
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formation we might determine: (1) that 
the current status and program of R&D 
effort of the basic bird is consistent with 
all plans; (2) completion of development 
of the sub-system G.E.I.S. is estimated 
to be one year late because of difficul- 
ties with power supply and reliability of 
components (this will delay the entire 
development); (3) the R&D Command 
is well acquainted with the problem and 
everything possible is being done; (4) 
development time for the guidance sys- 
tem is short and we are ahead of our- 
selves because it is an adaptation of the 
guidance another 
system. 

LOGISTICS. Chart 8 that 
shortage of funds prior to FY 1958 re- 
sulted in slippage from required sched- 
ule of contract awards. This will result 
in slippage in the construction schedule. 
Additional slippage is estimated because 
of delay in obtaining authorization for 
construction from a foreign country. 
This is further illustrated in the next 
chart, 9. 


system in weapon 


shows 
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OPERATING SITES. Site 1 is the 
employment and suitability test site. It 
will months ahead of 
schedule because of high construction 
priority Site 2 is 


estimated to be one year late due to de- 


be available six 
given to this base. 
lay in obtaining authorization for con- 


Site 
4 is estimated to be available one year 


struction from a foreign country. 


after date required because of in- 

adequate funds 
Year 1957. 
ANALYSIS. 


first question of top management: the 


authorized in Fiscal 


We have answered the 


weapon system cannot be developed and 
produced at the proper time. We can- 
not support its operation with facilities 
on the original schedule. Since develop- 
ment will delay production by one year, 
it is just as well not to have the first 
few bases ready because they might sit 
idle. This delay also requires diversion 
of personnel to other use rather than 
have them trained and then have nothing 
for them to do. 

COSTING. Let’s look at the cost an- 
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CHART 9. 


alysis which cuts across all support. Re- 
member we defined a weapon system 
as the weapon (in this case a missile) 
and all of the related resources (arm- 
aments, personnel, facilities, etc.) neces- 
sary for the weapon to perform its com- 
bat function. We must consider every- 
thing from the cost of development 
through to the actual launching, includ- 
ing costs to recruit personnel, train 
them, supply them, maintain equipment, 
etc. It makes no difference where and 
when these costs are incurred through- 
out the Air Force, even if not in the 
missile organization itself. 

The cost estimating method has three 
major characteristics. First, it takes 
into account the multitude of factors 
that enter into achieving and maintain- 
ing operational capability. Second, it 
identifies the additional costs which will 
result from the use of the new weapon 
so that the extra or new capabilities can 
be evaluated in incremental costs in- 
curred. Third, it makes a clear-cut dis- 
tinction between the one-time invest- 
ment outlays and the recurring annual 
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operating expenses to permit better 
measurement of both the economic im- 
pact in time and the total cost of the 
equipment over its expected useful life. 
In developing such costs, we apply three 
basic principles: 

1. Learn as much as possible about 
the development, procurement and op- 
eration of present weapon systems. This 
involves more than collecting numerical 
data and reports in a mechanical way. 
It requires “getting behind” the num- 
bers. 

2. Avoid mechanical extrapolation. 
We must extrapolate, particularly for 
weapons five or ten years in the future, 
but the method of projection must be 
tested to insure its reasonableness and 
must be critically reviewed to insure its 
appropriateness in the specific applica- 
tion. 

3. Try to be consistent but not me- 
chanical. Since one of the key features 
of weapon-system analysis is the com- 
parison of alternative weapon propo- 
sals, consistency in the methodology ap- 
plied to the various weapon systems is 
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a prime requisite. When applied to a 
range of equipments, consistency means 
taking account of the special or peculiar 
features of each one and treating all of 
them in a way which avoids biasing re- 
sults. It does not mean mechanical or 
uniform application of a single method 
to all cases. 

While these three principles do not in 
themselves guarantee a good job of cost 
estimating in a weapon-system analysis, 
they provide a sound foundation for the 
development of cost - estimating tech- 
niques. 

In the case of the Grouse we might 
come out, after much labor, with some- 
thing like Chart 10. This cost, of 
course, might be related to other pro- 
posed systems to permit comparisons by 
top management 
made. 

The examples presented here to illus- 


before a decision is 
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trate the long-range planning technique 
have undoubtedly suggested that a great 
many requirements computations are in- 
volved. Space does not permit treatment 
of this facet It should be noted 
in passing that the Directorate of Man- 
agement Analysis in the Office of Con- 
Air 


veloping techniques and 


here. 


troller of the Force has been de- 
uses a high 
speed electronic computer for compu- 
tations to support plans and programs 
for approximately five Signifi- 
cant procedural techniques have been 


developed, including the 


years. 


[rim System 
which provides a generalized system of 
computer routines. Increasing pressures 
of competition, whether in business or 
military affairs, make it imperative that 
managers use and improve their long- 
range planning and programming. This 
is essential to continued success if you 
are to stay ahead of the competition. 
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Bill Weide, Ed. Barrington, 
Beverly Anderson and Dick 
Gunter discussing this 
month’s Southern California 
Business Show. 


Southern California’s 11th Annual Business Show 


HE LOS ANGELES Chapter of the 

National Assn. of Accountants will 
hold its 11th Annual Southern Califor- 
nia Business Show at the Ambassador 
Hotel, Los Angeles, Feb. 25-28. Over 
50 companies will show the latest de- 
velopments in office equipment. 

The National Assn. of Accountants, 
being an educatjonal, 


research and 


service organization whose aim is to 


bring about better understanding of the 
nature, purpose and use of accounting 


as applied to all types of economic en- 
deavor, feels that a show of this scope 
and magnitude is not worthy of 
the national membership of over 40,- 
000 wtih 131 chapters, but provides all 
related business associates an opportun- 


only 


EXHIBITORS AT THE SOUTHERN CALIFORNIA BUSINESS SHOW 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp 
American Photocopy Equipment Co 
Audograph of California 
Auto-Typist Automatic Typewriter Co 
Bekins Business Records Center 
Charles Bruning Co 

Burroughs Corp. 

Business Manifolding Forms, Inc. 
Business Systems Inc. 

Copease Corp. 

Cummins-Chicago Corp. 
Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Electrodata Division 

Elite Office Machine Co. 

Elliott Addressing Machine Co. 
Encyclopedia Britannica, Inc. 

Filing Systems Co. 

Frankel Carbon & Ribbon Co. 
Friden, Inc. 

General Binding Sales Corp. 
Griswold Duplicating Products, Inc. 
Milo Harding Co. 

Harter Corp. 

Imperial Duplicating Supply Co. 
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International Business Machines Corp 
G. W. McKenzie Co 
Marchant Calculators, Inc. 
Master Addresser Co 

Miller Desk & Safe Co. 
Monroe Calculating Machine Co 
A. D. Moore 

National Cash Register Co. 
Olivetti Sales Corp. 

Photostat Corp. 

Walter Radelj Co. 

Rex-Rotary Distributing Corp. 
Robotyping Co. of Calif 
Royal McBee Corp. 
Soundscriber-Calif., Inc 
Southern California Stationers 
Systems Equipment, Inc 

Tab Products Co. 

Thermo-Fax Sales, Inc 
Thomas Collators Inc. 

Tiffany Stand Co. 

Times Facsimile Corp. 
Underwocd Corp. 

Vari-Typer Corp. 

Weber Showcase & Fixture Co 
Webster-Raftliff 

Workman Service, Inc. 





ity to see, discuss, and plan for to- 
morrow’s ideas, services and products 
which are developed today. 

This year’s show is under the general 
John B. Farrell of 
Price Waterhouse & Co. The Queen is 
Beverly Anderson, secretary to the pres- 
ident of American M.A.R.C., Inc. Busi- 
ness manager is William C. Hallett of 
Ernst & Ernst. Overall supervision is 
by the president of the Los Angeles 
Chapter, Jack P. Gardner of Van De 


chairmanship of 


Kamp’s Holland Dutch Bakers. 
Mayor Poulson has proclaimed the 
week of Feb. 24, Southern California 
Business Show Week. All programs will 
have complete radio and television cov- 
There will 
outstanding small business, under $10 


erage. be an award to the 
million sales in the Southern California 
area for 1957. Full information can be 
had from the Southern California Busi- 
ness Show, 731 S. Spring St., Los An- 


geles 14. 


Start Slowly in Morning 
To Reduce Afternoon Fatigue 


ALFRED KRANZ 


HE WORKER FATIGUE trends 
I shown on page 76 of THE OFFICE, 


1957, licked 
efficiency falling 


To avoid at 


September, can be 
They 


down 


show workers’ 


twice a day. least 
one of those letdowns, watch working 
speed early in the morning. Watch the 
workers’ speed acceleration. An em- 
ployee who is too eager might try to 
reach his productivity peak in the first 
working hour. It is even worse if he 
attacks his work problems at the break- 
fast table. This throws him off his 
normal capacity. A machine, when 
overaccelerated, is damaged and turns 
out a defective product. 

[he productivity graph on page 81 
reflects observations made in a factory 
office during World War II. Employees 
who reached their productivity peak in 
the first morning hour were soon tired 
and produced at a relatively low effi- 
ciency level during the rest of the day 


80 


(see black line on graph). Employees 
who applied the brakes in the morning, 
and reached their peak after approxi- 
mately two hours work, held their pro- 
ductivity until noon and for most of 
the afternoon as well (see red line on 
graph). 

The writer recently witnessed an ex- 
periment in a materials control office. 
Men who were supposed to solve three 
bottleneck cases by 10 a.m., were able 
to complete only five during 
the whole day. When required to clean 


cases 


up three cases by noon, they completed 
Six Or seven cases daily. 

So we better watch our speed, not 
only on the highways, but also at the 
office desk. And office managers need 
not worry if, in the morning, employees 
do a little chatting about the last night’s 
television show or bridal shower. 

Another cause of fatigue, which is 
often neglected in offices, is heat: over- 
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In an office study, employees who reached their peak productivity in the first morning 
hour were soon tired and their productivity dropped for the remainder of the day 
(black line). Those who reached their peak after about two hours of work, held their 


productivity for most of the day (red line). 


heated working areas, in summer and 
winter. Recent research at New York 
University has proved that the maxi- 
mum office room temperature should 
be around 75° F. at 50% air humidity. 
That is the temperature 
which allows the human body its own 
normal automatic heat regulation, pro- 
vided it is engaged in only light physi- 
cal work. An increase of temperature 
causes a decrease in human effective- 
ness. It also raises absenteeism because 
overheated working and living rooms 
are a common cause of colds. Our 
bodies cannot adjust themselves to the 
wide temperature differences between 
indoors and outdoors. Frequent changes 
of room temperature consume human 
energy, too, because the body must 
work too much on the adjustment. 


maximum 
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People in warm climates stop almost 
all work during the hot hours of the 
day. I saw this even in the north (Stock- 
holm) where many public offices closed 
down from 12 to 3 p.m. in summer. 
Modern air 
provides 


conditioning, of 
rather help. 
dairy farmers are thinking of installing 
it in their cow barns. 

From your Boy Scout hikes, do you 
remember how life calms down in a 
forest during the hot noontime? In 
racing sports, a clever competitor al- 
ways follows his selected tempo, the 
correct speed and acceleration. He who 
is first soon after the start may be the 
last one at finish. 

We know these laws of nature. We 
should apply them to our daily rou- 
tines and take notice of the results. 


course, 


effective Even 






Grammar as an Aid to 
Clarity in Business Writing 


C. I, KEELAN, Office Methods Specialist, 


Johns-Manville Corp., New York 


RAMMATICAL ERRORS | fre- 
quently appear in the writing of 
educated and intelligent business peo- 
ple. This is probably due to three 
things: (1) failure of the educational 
system to provide a good grounding in 
grammar; (2) people who received a 
good grounding have forgotten (through 
failure to use?) what they were taught; 
or (3) have retained it but are too lazy 
mentally to submit themselves to the 
discipline of grammar. 
Whatever the thought it 
might be worthwhile to delve into the 


cause, I 


matter to see if I could develop some- 
thing that would help people to 
the commonest pitfalls. After going 
through a goodly sample of business 
writing to determine the frequency with 
which each kind of error appeared, I 
differentiate between 
(1) those that do not 
impair clarity, and (2) those that do. 

Here are examples of class 1. The 
error is italicized and the correction is 
in parentheses at the end of the sen- 


avoid 


decided to two 


classes of errors: 


tence: 

This production process results in less 
units per hour. (fewer) 

Obsolete inventory is when you have 
more than two years supply on hand. (is 
that amount on hand that two 
years supply) 


exceeds 


82 


We plan to send this report to whom- 
ever needs it. (whoever) 

Our purchases of these kind of items 
have fallen off. (this) 
usually does not 
to take dictation. 


Their stenographer 
have the time available 
(omit available) 


The new machine is different than the 
old one in that... (from) 


Due to obsolescence, we have had un- 
usually high inventory write-offs. (Because 
of ) 

Most people pedantry and 
rules for rules’ sake. The primary aim 
in business communications is convey- 
ing thoughts and ideas. Beauty of lan- 
guage for the sake of beauty is a mat- 


resent 


ter of esthetics, not business. But we in 
business are vitally interested in ex- 
pressing ourselves clearly. Our failure 
to do so results in: (1) time wasted by 
reader in deciphering meaning; (2) in- 
interpretation of meaning. I 
therefore decided to limit my effort to 


class 2—errors that impair clarity: 


correct 


Agreement in Number 


rhe limitations on efficient workflow has 
not allowed complete cure of all ills. 
(have ) 

Disapproval of these three proposals are 
recommended strongly. (is) 

A subject and its verb must agree 


in number; a plural subject takes a 
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carbon papet 


NU-KOTE 


* 


ANNOUNCING 


the new typewriter carbon that makes the 


® 
cleanest copies ever,plastic-base NU-KOTE 





You'll spot the difference the moment you handle NU-KOTE 


carbon copies. No smudge, no smear, ever. 
Buy it wherever 


Reason? An all-new printing press principle used in NU-KOTE’s you see this sign 


plastic sponge base. Outlasts ordinary carbons 3 to 1 with clear, ts 
sharp copies from first to last. And NU-KOTE is made in one A ATS 
grade especially designed to handle all copying jobs, for all type- 
writers, manual and electric. 
FOR FREE NU-KOTE SAMPLE: Write Dealer Sales Dept., 
Burroughs Division, Burroughs Corporation, Detroit 32, Mich. 

For More Information Circle No. 390 





plural form of the verb. Mistakes in the 
number of the verb come most often 
when nouns are placed between subject 
and verb. Intervening nouns do not 
change the number of the subject and 
so do not influence the number of the 
verb. A quick reading of the above 
examples might lead the reader to be- 
lieve that flow and proposals are the 
subjects. Such a reading alters the 
meaning. 


Commas Omitted 


Shop No. 2 showed lower costs last 
month in all products but gaskets were 
much higher because of downtime. (put 
in comma before but) 

Commas are devices for serving 
clarity. Use them to mark off groups 
of words, such as phrases and clauses, 
so that these will be immediately under- 
stood as belonging together in the sen- 
tence as units. Use commas in writing 
just as you use pauses in speaking. 
When in doubt whether the 
clearer with a comma, use a comma. 

We believe that production expanded to 
a 7-day schedule will enable us to fill 
orders within one month. (We believe 
that production, expanded to a 7-day 
schedule, will enable us to fill orders with- 
in one month.) 


sense is 


Misuse of Conjunctions 


I do not believe that it would be profit- 
able for us to be out of line competitively, 
and price increases must take place when 
we judge that the market is favorable. 

Conjunctions must express the rela- 
tionship between the clauses they join. 
They should join only closely related 
clauses. Independent should 
separate unless 
their coordination in one sentence es- 
tablishes a relationship between them 
not otherwise clear. For example, the 


clauses 


stand as sentences, 
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above sentence joins two independent 
thoughts with and, suggesting that they 
reached from the 
same facts or that they are integrally 
related beliefs. The two clauses should 
be joined by however or nevertheless. 

Only about one-third as much cleaning 
time is required and the reduction in 
cleaning time was from 9% of the operat- 
ing time to 3%. 

And should be used to connect two 
different things. Actually this is one 
fact expressed in two different terms. 
We suggest: “Only about one-third as 
much cleaning time is required; or, to 
put it another way, cleaning time was 
reduced from 9% of operating time to 
30%.” 

Either the paper machine or the mill- 
board machine is in operation, but not 
both at once, while the same is true of the 
saturator and combiner. 

While can be used to indicate con- 
trast or time. Obviously neither of 
these senses is intended here. We sug- 
gest: “Either the paper machine or the 


were conclusions 


maillboard machine is in operation, but 


LIGHT the TORCH 
ir.) am 5 (@) 42> 


® 
HEART FUND 
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The World's Most 
ADVANCED Caiculator 


saves you the most money 


In speed, in accuracy, in overall performance, 
Monro-Matic® Calculators are far ahead. Where 
other calculators depend on human decision, 
Monroe Calculators work automatically saving 
time, saving money, reducing errors. 
Monro-Matic Calculators are being bought today 
by top companies like these: 
1 | 
| | 

} L 


For the greatest savings... choose the world’s 


} 
4 


most advanced calculator. . / 


See the MAN from MO 


fer CALCULATING 


+) ADDING + ACCOUNTING 
Monroe Calculating Machine Company, Inc., Orange, New Jersey Ne DATA PROCESSING MACHINES 


Offices for sales ond service throughout the world 


For More Information Circle No. 328 
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PROTECT Your 


Business Machine Records 


in 


ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 
As an indispensable aid to orderly, safe filing—temporary or 
permanent—Accopress Pin Prong Binders give you the added 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 814” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 
for greater filing efficiency. 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 300 
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not both at once; the same is true of 
the saturator and combiner.” 


Dangling Phrases 

At top speed of 146 strokes per minute, 
the worker cannot stop the machine quick- 
ly enough when the material jams. 

Phrases should be attached gram- 
matically to the word(s) to which they 
belong in meaning. All phrases do be- 
long, adjectival phrases, which 
modify nouns; adverbial phrases, which 
modify verbs and adjectives. They are 
said to dangle when wrongly attached, 
or when unattached. 

In the example the long 
phrase, by opening the sentence, is at- 
tached to the subject (worker) though 
it tells about the Reword: 
“At its top speed of 146 strokes per 
minute, the machine cannot be stopped 
quickly enough when it jams.” 

Having a 30-year life, the cost of annual 
renewal of facilities will be $224. 

Here, the cost has a 30-year life be- 
cause it is the subject of the sentence 
and the participial phrase is attached to 
it. The sentence should have facilities 
as its subject, or should have the phrase 
in clause form, i.e., “Having a 30-year 
life, the facilities will cost $224 to re- 
new annually.” Or, “As the facilities 
have a 30-year life, their annual re- 
newal would cost $224.” 

In comparing the two runs, the cost per 
foot on the three-section run is 32%. 

The cost did not do the comparing. 

Frequently, dangling phrases occur 
in sentences that appear originally to 
have been composed in the active voice 
and then incompletely changed to the 
passive voice, so that the phrase orig- 
inally attached to the active subject is 
dangling in the passive structure. For 
example: 


?> Oo 
ea, 


above, 


machine. 
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After observing this work for some time, 
it was decided to make a time study .. . 
(we decided ) 

By spot checking 
that . . . (we found) 

On the basis of data obtained from 12 
individual production runs, production 
costs at normal volume would be reduced 

. (we believe that production costs) 

The cost of repairing the present press 
will be $3231 extending its usefulness 
another ten years. 

What does the extending? $3231, the 
press, the (of repairing)? Re- 
worded: “The cost of repairing the 
present press will be $3231; repair will 
extend useful life ten years.” Or, “Re- 
pairing the present press will cost $3231 
and will extend its useful life ten years.” 
(Another is redundant and is omitted 
from the reworded sentences.) 


it was found 


cost 


Compound Adjectives 


deoxidized copper gaskets 
(deoxidized-copper ) 

If the adjectives convey a single idea, 
they should be connected by a hyphen. 
In the above example it is the copper 
that is deoxidized, not the gasket. If 
the word “and” can be inserted be- 
tween the adjectives without changing 
the intended meaning, do not use a 
hyphen, use a comma: e.g., large (and) 
green shingles. 

. . . a truck 
width) 

..-I5 year life . 


width door . (truck- 


. . (15-year) 


Misplaced Modifiers 


There is much room for improvements 
in our methods that will minimize time 
lost from operations. 

Modifiers—phrases, relative clauses, 
etc.—should stand next to the word to 
which they refer, whenever possible. 
They should never be so placed that 
there is confusion over which word 
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they modify. 

In the example, improvements, not 
methods, will minimize time lost. Re- 
phrase: “There is much room in our 
methods for improvements that will 
minimize time lost from operations.” 


The machine began to turn out finished 
units with considerable malfunctioning. 

Rephrase: “The machine began, with 
considerable malfunctioning, to turn 
out finished units.” 

The supply of gaskets in the warehouse, 
which is smaller than was recommended, 
can be stretched to meet present demands 

Improved: “Though smaller than 
recommended, the supply of gaskets in 
the warehouse can be stretched to meet 
present demands.” 

The machine at the south end of the 


second floor of Building B, which is un- 
safe, has to be moved. 


Which is unsafe—the 
floor or the building? 

“The machine at the south end of 
the second floor of Building B is un- 
safe and has to be moved.” 

“The machine at the south end of 
the second floor of Building B has to 
be moved, because the floor is unsafe.” 

“The machine at the south end of 
the second floor of Building B has to 
be moved, because that building is un- 
safe.” 


machine, the 


The paper machine only operated for 
the first five working days in May. 

Above, it is not clear whether only 
means to indicate that no machine other 
than the paper machine operated or 
that the paper machine operated no 
more than five days. The context from 
which the sentence came tells us the 
first interpreation was the desired one. 
Therefore rephrase: “Only the paper 
machine operated for the first five work- 
ing days in May.” 
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Neither, Nor 


The division production engineer has 
advised us that they are unable at this 
time to estimate the life of the proposed 
washers nor the molders on which the 
washers are to be installed.” (or) 


used in 
and 


Certain conjunctions are 


pairs, such as neither nor 


either . . . or. Use nor as the second 


of such a pair only when the first is 


neither. 


We do not know how the storage nor 
the wrapping was achieved in the previous 
warehouse. (or) 


Nouns as Adjectives 
actual cost 
(the cost of actual usage at 
normal volume) 

When 
are used adjectivally, doubt arises as to 


The normal volume usage 


exceeds 
many nouns or substantives 
which of the nouns are used as adjec- 
and which are used as nouns. 
Only with some effort on the part of 
the reader is it clear in the example 
that cost is the only noun and that 
volume and usage are adjectives; i.e., 
that the is the heart of 
this sentence. 

Rebuilder Clutch Facing Pricing Policy 
(Policy on pricing of Clutch Facings Sold 
to Rebuilders ) 

Quantity requirements to receive addi- 
tional rebuilder discount are changed. 
(There are new requirements for quantities 
that a rebuilder must buy to receive addi- 
tional discount. ) 


tives 


cost exceeds 


Note: to receive is a dangling infini- 
tive. 


Parallel Constructions 


This product can open up new markets 
such as farm building, small industrial 
buildings, temporary structures and for 
other external uses where appearance is 
important as well as strength and durabil- 
ity. 
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NZ 

G — bad - 
A economy-wise people who know the value of uniformity 
in paper size are writing us for samples of Blue Ribbon Mill 

Cut Duplicator Papers. They embody the finest characteristics 

of more expensive sheets, meet the most exacting requirements and 
are ideal for any assignments. Dri-fast Blue Ribbon Mill Cut 
papers are full bodied, even textured and smooth feeding, with 

an unusual opacity in the 20 lb. weights. Write us today, or better 
still, call your stationer, jobber or paper merchant. 


For More tnformation Circle No. 368 


In 16, 20 & 24 Ib. substance — white. 
In 20 Ib. substance — Buff, Blue, Canary, 
Pink, Goldenrod and Green. 


’ In 16 and 20 Ib. substance — white and 6 brilliant Developed 
colors — Buff, Blue, Canary, Pink, Goldenrod and Green. by the makers 


In 16 and 20 Ib. substance — white. 
In 20 Ib, substance — Blue, Canary, Green, Pink, Buff. of famous 


White only in 16 and 20 Ib, substance. Triad Papers. 


we 





Parallel ideas are expressed in simi- 


lar form for the purpose of comparison, 
emphasis or, at least, brevity. Incon- 
sistency in form is likely to confuse. 
In the example, several types of mar- 
kets are listed in the parallel form 
such as (which applies to each type 
listed). For other 
fuses, 


external uses Con- 
unlike the other 
three markets in both kind and gram- 
matical form. In the closing clause 
three attributes are associated with the 
product: appearance, strength and dur- 
ability. That the three are all 
tant is not 


because it is 


impor- 
because as well as 
strength and durabilitystands so much 
by itself as to seem an’ afterthought. 
The sentence improved could read: 
“This product can open up new mar- 
kets, such as use in farm buildings, 
small industrial buildings, and tempo- 
rary structures. It may well prove a 
good seller for other external uses in 
which appearance, as well as strength 
and durability, is important.” 

Other possibilities might be the use of 
more durable felts, to extend the time be- 
tween felt changes, as well as attempting 
to perform more clean-ups on Sunday. 

The three possibilities are not paral- 
lel in form, as they should be for em- 
phasis in comparison. “Other possibili- 
ties might be using more durable felts, 
extending the time between felt changes, 
and performing more 
Sunday.” 

The area frequently. becomes flooded, 
causing both additional ground scrap to be 
deposited on the fittings, and a discolored 
appearance. (a deposit of ground scrap on 
the fittings and a discolored appearance) 


clear, 


clean-ups on 


Reference Unclear 


Turnings and scrap cuttings are easily 
removed and do not stick to the rubber 
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mats which now exists with wooden plat- 
form 

Relative pronouns must refer clearly 
to their antecedents. Poor reference, by 
giving the reader a chance to assume 
a wrong antecedent, can easily confuse 
the sense of a sentence. A relative pro- 
noun should stand as near as possible 
which must be a 


to its antecedent, 


noun. Construction that might suggest 
more than one possible antecedent for 
a relative pronoun should be avoided. . 

In the example above, which on first 
look appears to refer to mats. The an- 
tecedent is not to be found. Reference 
stick to (and 
are easily removed?). 


seems to be to also to 

“Turnings and scrap cuttings, which 
now stick to the wooden platforms and 
are difficult to remove, can be easily 
removed from rubber mats.” 

Total steam requirements, dryers, and 
heating, demand only 60% of the boiler 
capacity, which in itself tends to prohibit 
reasonable steam cost. 

We suggest: “Total steam demand, 
for dryers and heating, is only 60% of 
boiler capacity; utilizing only this por- 
tion of the capacity makes the cost of 
steam high.” 

These three buildings require a total of 
1960 amperes and are serviced by a 1500 
KVA transformer bank with a capacity of 
1800 amperes. This causes overloading of 
the system which has resulted in power 
outages and production downtime. 

What does this refer to? Does which 
refer to system or overloading? The 
second sentence clarified: “The conse- 
quert overloading of the system has re- 
sulted in power outages and production 
downtime.” 

This product should be well adapted to 


the prefab field because of its great 
strength and handling quality. 
Since it can be used in place of any 
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022 for your 


microfilming dollar 


y 
oo Recordak Reliant Mi- 


crofilmer makes office opera- 





tions easier, faster than ever be- 
fore. Use it in your accounting 
operations, for clerical copy- 
ing chores, and watch 
costs drop! Its many 
unique features give you 
more for your microfilm- 
ing dollar in every way. 


oo 
. Kodamatic indexing—film is with Recordak Microfilming. No obli- 
indexed automatically during micro- gation whatsoever. 


filming run which makes reference in a 
film reader so much easier! — RECORDRK 


G , 

, — Subsidiary of Eastman Kodak C 
Q, High-precision feeder ends ee es ompany) 
originator of modern microfilming— 


now in its 30th year 
«eee eMAIL COUPON TODAY++eeceeee 


double-feeding of items—all but elim- 
inates possibility of missed pictures. 


- 
3. Double protection + Reliant lets 


you expose two rolls of film simulta- 


RECORDAK CORPORATION 


415 Madison Avenue, New York 17, N.Y. 
neously —one for reference, the other Gentlemen: Please send free copy of “Short 
for security file. Cuts That Save Millions.” LL-2 


Name 





7 
/f : 
A\ Greatest operator convenience 


—ceye-levelstacking tray, plusall controls Company 





at fingertips. Makes microfilming a snap. 


SEE HOW you can save. Mail coupon 


for more details about office savings 


Street 





City __State 





For More Information Circle No. 224 
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neuter noun, the reference must be 
clear. Here its refers, by position, to 
prefab field. Rephrase: “Because of its 
great strength and handling quality, 
this product should be well adapted to 
the prefab field.” 

When the proposed method of stocking 
gassed core plate was introduced, it was 
assumed by the individual who submitted 
the proposal that... 

When it is used as an indefinite pro- 
noun (e.g., it is raining and it seems 
obvious that), there should be no pos- 
sible definite reference. Above, it could 
refer. to proposed method, though ac- 
tually it is used as indefinite pronoun 
for it was assumed. Change the main 
clause to active voice: “When the pro- 
posed method of stocking gassed core 
plate was introduced, the individual 
who submitted the proposal assumed 
iat...” 

The proposal is based on the least ex- 
pensive installation which appeared to be 
well suited to the requirements. (that) 

A restrictive clause is one that ans- 


wers the question: which one(s)? Use 


introduce restrictive clauses, 
introduce non-restrictive 
(the latter should 
off by commas). Above, the original 
sentence talks of the least expensive in- 
stallation, which also happens to be 
well suited. Actually the proposal was 
based on the least expensive installa- 
tion that was well suited to the require- 
ments. This error is quite regularly 
made by people whose grammar is 
otherwise excellent. 

Expenditures for facilities which are 
charged to expense and appear extra ordi- 
nary should be considered for inclusion 
in the estimate. (that) 

Only those expenditures charged to 
expense and also extraordinary should 


that to 
which to 
be set 


clause also 
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be considered, not all expenditures for 
facilities. 
Examples in Retrospect 

Here are more examples, each with 
some of the errors discussed above. 

Various steel mills were contacted and 
it was found that guarantees of Brinell 
Hardness ranged from 197 to 150 which 
was in excess of required Brinell Hardness 
130 maximum. 

Reworded: “We asked various steel 
mills and learned that their guarantees 
of Brinell Hardness ranged from 197 
to 150; these are in excess of the re- 
quired 130 maximum.” 

When this ratio gets too high it may be 
a sign that either the machine should be 
replaced with one of greater capacity or 
because it is worn out. 

Reworded: “This ratio’s being too 
high may be a sign either that the ma- 
chine should be replaced with one of 
greater capacity or that it is worn out.” 

The engineers have not determined if 
such a device is feasible, nor, if feasible, 
the period of time that would be required 
for designing and installation. 

Reworded: “The engineers have not 
determined whether such a device is 
feasible or what time would be required 
for designing and insialling it.” 

When hiring replacements we attempt to 
seek out the best qualified man who may 
even have potential to progress but there 
still exists a shortage of qualified people 
and should an opening appear in a plant 
other than our own, for a man with poten- 
tial, it is difficult to hold them on the 
basis of what the future holds. 

Reworded: “When hiring a replace- 
ment, we seek the best qualified man 
with potential for advancement. Such a 
man is difficult to hold on the promise 
of future promotion, because there is 
still such shortage of qualified people 
that attractive openings for them occur 
frequently at other plants.” 
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reduce 
sales 
costs 


with the NEW 


"Flat-Top” CATALOG 
and SALES CASE 


The new TuFripE “Flat-Top” 
Catalog and Sales Case costs 
less to buy . . . and needs re- 


placement far less frequently, LOOKS like leather... 


so it costs less to use! Modern, 


box type construction and two FEELS like leather ... 
expanding inside pockets allows OUTWEARS \eather 5 to 1... 


full view and easy access of 

contents. Sturdy brass locks. 

LIFETIME Hardened Nylon YNCONDITIONALLY 

one-piece Edge guaranteed not 

to break: holds case in perfect 

shape. See the Turipe “Flat- 

Top” Catalog and Sales Case at 

office supply, stationery and de- STEBCO dept. E-8 

1401 Jackson Bivd., Chicago 7, Ill. 

: cae Please send FREE Catalog on complete line of 

Also available wit” inside TUFIDE Business & Executive Cases. 

modifications to meet your [) Check here if you have special requirements. 

special requirements. Mail (Attach a note explaining your needs and quantity 
: of cases desired.) 

coupon for details. 


partment stores. 


Your Name 


Company Name 
SEELEO since 1912) Company Address 
| Chicago 7, Illinois City & Zone . 


i, tilts ts 


Wind aed basta, Haste 


For More Information Circle No. 362 
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Busy days go easier with the Dictaphone Time-Master 
The dictating machine with the Dictabelt record 


You communicate easier, faster and bet- 
ter with the Dictaphone TIME-MASTER 
dictating machine. 
Dictaphone’s crystal-clear DICTABEL1 
records visibly, so you can’t lose your 
place . . . permanently, so dictation can’t 
be erased. DICTABELTS are flexible, The Dictabelt record—main reason why the Dictaphone 
feather-light, mailable, economical. atme-Masier far outsells oll other dictating machines 


Call a Dictaphone office for free TIME Pp 
MASTER trial. Or write Dictaphone, Dept DICTA HON E 
I, 420 Lexington Ave., N.Y. 17, N.Y eatin 
Service you can depena on the world around 


In Canada, write Dictaphone Corp Ltd., 204 Eglinton Ave East, Toronto in England, Dictaphone Company Ltd., 17-19 
Stratford Place, London W 1 Dictaphone, Time-Master and Dictobelt ore registered trade-marks of Dictaphone Corp 
For More Information Circle No. 198 
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Goodling Electric Company’s office. 


F A NEW bookkeeping system is 
he to increase office efficiency, 
it is not news. If a new bookkeeping 
system is installed to increase sales then 
it should be discussed and analyzed. 

We that our fuel oil truck 
drivers are primarily employed for the 
delivery of fuel oil. We have therefore 
designed a bookkeeping system. to elimi- 
nate from their duties anything of a 
bookkeeping or clerical nature, such as 
the pricing of a fuel oil invoice. Our 
completely mechanized system handles 
invoicing, degree day records and cycle 
billing for our 7000 accounts. 


believe 


The disadvantages of having drivers 
handle delivery ticket records are well 
known in the industry. A truck driver 


A Mechanized 
Fuel Oil 
Bookkeeping 
System 


RICHARD H. WEIGEL, 
Office Manager, 
Goodling Electric Co., York, Pa. 


is not normally trained to work with 
figures; his writing is often illegible. 
He is liable to make errors even though 
he is supplied with the handiest calcu- 
lating charts. He has no convenient 
place to write notes and figures. Weather 
conditions are frequently bad, another 
hindrance to making good records in 
the field. 

We eliminated these headaches for 
members of our organization by de- 
signing a mechanized system that per- 
mits our drivers to 
delivering oil, and 


concentrate on 
not on handling 
clerical work or delivering invoices to 
the customer at time of delivery. 

The Goodling delivery ticket is the 
three-copy form shown below. Tic- 








Fig. I. The deliv- 
ery ticket is part of 
a three-part form 
(see Fig. 3). All 
information is en- 
tered by machine. 
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| ALMA C EYSTER 
YORK NEW SALEM PA 


ie £992 


TURN R IN SO ON STOVERTOWN RD - 15ST 
HSE ON R ON TOP OF HILL ~ 2 PINE 4¢ 
TREES IN FRONT - FILL ON W SIDE DIS 





engez 








“We cut receiving 
paperwork 68% 


this new Ozalid one-writing way!'’ 





IT’S SIMPLE! RATHER THAN WRITING UP LENGTHY REPORTS, WE USE THIS IT’S A GOOD SYSTEM. JUST 
COPY OF THE PURCHASE ORDER. WHEN ORDERS COME IN, OUR RECEIVING TAKES A FEW SECONDS TO MAKE 
CLERK WRITES IN THE SHIPMENT DATA. THEN IT GOES TO NANCY AN OZALID COPY REWRITING USED 
TO TAKE HOURS. AND NOBODY 
COULD READ THOSE CARBONS 


‘ 


Lowest Cost Per Copy 
Ozalid Direct Copying ends waste- 
ful “‘repeat writing’’ in every de- CE) Za. y4N | _° 
partment... makes dry, perfect L_ 
copies in seconds. And a letter-size DIRECT [COPYLSYSTEMS 
~ y/ 


sheet of Ozalid paper costs you Ze 
less than a penny—lowest cost per A Division of General Aniline & Film Corporation 
copy of any copying process. in Canada: Hughes Owens Company, Ltd., Montreal 
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IT ALL STARTED 
ONE DAY 
LAST YEAR... 





TGR AC TTR OEE 
WE'VE JUST GOT TO BREAK THE JAM IN OUR RECEIVING DEPARTMENT ! DO YOU 
KNOW WE HAVE STOCK ON THE FLOOR OVER A WEEK—AND NO REPORTS OUT YET! 


YOU OUGHT TO COME OVER AND SEE THE NEW SYSTEM 
WE HAVE! NOT A BOTTLENECK SINCE WE STARTED 


lg 


IT'S FAST ALL RIGHT. } AS A MATTER OF FACT, OUR ORDER 
REPORTS ARE OUT ALMOST THIS OZALID METHOD — pepaRTMENT LIKES IT SO MUCH. THEY'RE 
AS SOON AS REALLY MAKES SENSE! | pyttinG IN THEIR OWN OZALID SYSTEM 
THE STOCK ARRIVES! 


ae 
Ozalid, Dept. Z-2 
Johnson City, N. Y 
Please send more information on Ozalid one-writing systems for 
these departments 

Purchasing Order-Invoicing Accounting 


— | 
| 
| 


| Receiving Production Control | Engineering 
SEND COUPON 


| 
| 
| 
| 
FOR FULL Position 
| 
| 
| 


Name 


SAVINGS STORY Firm 
di iat anaenit Address 





City. 








For More Information Circle No. 197 
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Fig. 2. The next delivery date is automatically figured on the degree day card. 


kets are 
sorted by 


addressed by machine and 
Each driver re- 


territory. 
ceives the tickets for those customers 


whose deliveries he expects to make 
that day. After each delivery, the driver 
imprints on the proper delivery ticket 
the quantity of oil delivered that day. 
using the meter on the truck. At the end 
of the day, the driver turns in all 
tickets to the fuel oil department, to- 
gether with the total number of gallons 
delivered to all customers that day. 

The fuel oil department matches up 
the tickets with the respective degree 
day cards and places the forms in alpha- 
betical order so they will be ready for 
the billing department. The billing de- 
partment receives from the fuel oil 
department the number of deliveries, 
total gallons of oil delivered, and the 
accumulated degree days for that par- 
ticular day of the year. These figures 


are for the verification of bookkeeping 
machine work. 
Before machine 
operator enters 
machine the constants: date, price per 
gallon of oil, and accumulated degree 
days for that date. With this informa- 
tion in our National Class 31 machine, 
the operator proceeds with the posting. 
The degree day card and the delivery 
ticket are lined up side-by-side in the 
machine’s carriage. The operator enters 
the number of delivered and 
touches the The machine 
card the figure 
prints the 
date and degree day figure. When the 
K factor the machine auto- 
matically computes the degree day of 
next delivery, then moves forward and 
repeats all pertinent the 
delivery ticket. The unit price per gal- 


billing begins, the 


into the accounting 


gallons 
motor bar. 
prints on the degree day 
automatically 


entered and 


is entered, 


figures on 


For More Information Circle No. 180 —> 





Studies show valuable selling time lost 
with old-fashioned order forms. You 
can gain back this time by using 
Baltimore’s Blue Ink Standard Handy- 
set Forms. One writing gives up to six 
clean copies, suitably marked for bill- 
ing, invoicing, posting, etc. Pre-inter- 
leaved one-time carbons snap out 
quickly and easily . . . end fumbling 
and mess. 

Completely Reproducible 

on Thermo-Fax® Machines 
Special inks and carbons .. . standard 
on these forms at no extra cost... 
make every page of BIS Handysets 
completely reproducible on the popu- 


Ea 


Handyset F prms Give You 


LING TIME 


lar Thermo-Fax Copying Machine. No 
premium price, no special runs. BIS 
Handysets are lower in price, with up 
to 50% faster delivery to you. 

Free Samples and 

Recommendations 
This form may answer your problems, 
or another form from Baltimore’s 
complete line may save you time and 
money. For capable and experienced 
systems planning, call your Baltimore 
Business Forms representative listed 
in the yellow pages under Sales Books 
or Business Forms. Or, write to: THE 
BALTIMORE BUSINESS Forms Co., 3144 


"Frederick Avenue, Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 
For More Information Circle No. 341 


<—For More Information Circle No. 180 





NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 
and records from the prying eyes 
of unauthorized persons by 
quick, easy destruction right in 
your own office with the 
SHREDMASTER Bantam 10. Any- 
one can operate. Just drop papers 
in and unreadable shreds come 
out. Exclusive gravity feed pro- 
vides quicker shredding. Gives 
greater capacity by shredding 
multiple thicknesses of paper. 
4 Handsome, modern design and 
YOUR PAPERS WIE 3 clean, noise free operation suit- 
GO IN HERE. di\\\ able to any office. Yours at a new 
. low price. 
FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 
Room 1130, 
9 East 40th Street, 
New York 16, N. Y., 
and ask for Circular 53. 


SHREDMASTER 


CORPORATION 


A Division of 
Self Winding Clock Company, Inc. 


Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use. 
Sales and Service in principal cities in U.S. and Canada. 
For More Information Circle No. 324 
THe Orrice—February, 1958 





lon as well as the total gallons deliver- 
print on ticket. 
[his is an important requirement that 


ed also the delivery 


The 
operator now enters the net amount of 


practically all customers demand. 


the sale and sales tax, and the machine 
totals out automatically. 

At this point the operator has one 
more step to perform, but a very im- 
portant one. She re-positions the de- 
livery ticket slightly, touches the motor 
bar, and the degree day of the next 
delivery prints on a special line of the 
delivery ticket. hand- 
posting of a separate degree day record. 


This eliminates 


The degree day figure of next de- 
livery is important because it aids in 
locating the degree day card if it be- 
comes necessary to refer to it before 
the next automatic delivery of oil 
Customers may call and ask about their 
accounts and the questions can only be 
answered by referring to the records 

Under a pen-and-ink method, the 
posting of degree day records was slow 
and tedious; normally it took the ful 
time of one or more individuals. Wit 
the machine 


system, it takes only 4 


few seconds on each customer’s ac- 
count, and it is accomplished without 
any thought or effort on the part of the 
operator, other than entering the proper 
figures in the machine. Production is 
very high 


livery tickets can be processed at better 


degree day cards and de- 
than 100 per hour. 
At the end of the run, the accounting 
machine the 
1. The number of 


posted. This 


totals: 
tickets 
that no 


yields following 


delivery 
check insures 
ticket has been lost. 


~ 


2. Total gallons of oil delivered 


3. Total dollars of fuel oil sales. 
4. Total 3% 


5. Total debit to accounts receivable. 


Pennsylvania sales tax. 


[hese control figures are immediately 
with the 
supplied by the fuel oil department to 
insure that all 
each day. 

Part of the ticket 1s 


postcard invoice (Fig. 3) which is 


balanced figures previously 


records are correct 


delivery the 
run 
through a Pitney-Bowes postage meter 
the 
following the delivery. 


customer the day 


I h e 


printed figures on the card invoice are 


and mailed. to 


machine- 








ose 


Fig. 3. A postcard 
invoice is part of the 


GOODLING 


"Bonxtoa 





delivery ticket. After 
being posted by ma- 
chine, it is run 
through the postage 
meter and mailed to 
the customer the 
day following date 
of delivery. 
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RETURN POSTAGE 
GUARANTEED 
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How To Read the Monthly Audit of Your Fuel Oil Account 


CLOSING DATE— PREVIOUS BALANCE 


month, ents made AFTER / tore 
si ; i DELIVERIES— 


/ —_— 


t 


f ¢ t 


2) 





Verification of Accoufit 


GOODLING ELECTRIC oguparky, INC. 
FUEL OIL DIVISION / 
YORK, PENNA. 





PAYMENTS 


BALANCE 


/ sent 


TO InsuRE Prorer ¢ 
PaeVious 
BALANCE 


16.70 


1/17/56 


if Item In “Bolance Column” Is Printed in “Red”, It Indicotes o “Credit Bolence 


This Record Covers Transactions On Your Account for the One Month Period 
Ended With the “Closing Dete” Shown Above 


PAYMENTS MADE AFTER CLOSING DATE WILL BE CREDITED NEXT MONTH 





Period Covered by Monthly Verification of Account and Approximately When You Will Receive It 
Customer's Last Nome The Cycle covers the 30 or 31 day period as indicated below Approximate mailing date 
A through F 8th of one month to 7th of next month 12th of the month 
G through K 16th of one month to 15th of next month 20th of the month 
L through R 24th of one month to 23rd of next month 28th of the month 
S through Z Ist of one month to end of that month Sth of the month 


Budget or Simplified Payment Accounts will receive a Monthly Audit of their Account for Checking Purposes 





Fig. 4. Educational sheet mailed to all customers, and to new customers. 


easy to read and interpret; they are an voices are mailed, copies of invoices 


important aid in building customer are filed in the customers’ account files. 


confidence. Statements are posted and mailed on a 
Immediately after the postcard in- cycle basis. Customers whose names 
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your company is judged 
by the office you keep! 


Scientific construction, hand- 
some styling, consideration 
for comfort, are all combined 
in Cole Steel Office Equip- 
ment. Cole Steel is America’s 
top selling brand, its low in- 
itial cost and enduring beauty 
make it the greatest dollar 
value in steel office furniture. 


Send for our latest catalog 


For More Information Circle No. 389 


- COLE “STEEL 


Cole Steel Equipment Co., Inc.» 415 Madison Ave., New York 17, N.Y. 
Canada: 329 Dufferin St., Toronto, Ont. 











the letters A 
statements on the 7th of the 
month; G through K on the 15th: 
L through R on the 23rd; S through Z 
on the the month. This 
distributes the workload and eliminates 


begin with 





through F 


receive 


last day of 


an end-of-month peak. 
Statements are posted on the same 


equipment, which produces a_ neat, 


audit. 
Fig. 4 shows an explanatory sheet that 


accurate record, very easy to 


was mailed to each customer when the 


system was originally installed. Note 
that all information that a customer! 


the 
statement form. Figures are clear and 


would be interested in appears on 


legible, and the fact that they are com- 


puted mechanically inspires custome! 


confidence in the same way that ma 


chine-posted delivery tickets do. 
Besides handling the delivery ticket 
job and the cycle billing records on one 
machine, we use a second machine for 
all accounts payable records, including 
distribution and 


vouchers, voucher! 


check writing. General ledger records 














































are also posted on the bookkeeping 
machines. 
As stated at the beginning, any 


analysis of the savings of the system 


should begin in the fuel oil depart- 
ment. Our drivers are able to make 
about 40 deliveries per day per truck. 


Our studies revealed that it took a mini- 
three minutes for a driver to 
ticket detail work 
Since this work 


mum ol 
fuel oil 
the old 


handle the 


under system. 


has been eliminated, the time saving is 


three times 40, or 120 minutes a day. 


We have 13 trucks in operation every 


day, and this two-hour time saving is 


made by each truck. Thus the system 


gives us the equivalent of two more 


trucks in the 
It is a 


territory. 
rule of thumb in the fuel oil 
that 
for peak periods, one office employee 
1000 


industry in figuring clerical help 


is needed for every accounts. 


Although the number of our accounts 
has increased from 3000 to 7000 in the 
last six years, we have not had to add 
any more office help. We believe me- 
chanization has made this possible. 


4 National Class 
31 typewriter- 
bookkeeping ma- 
chine handles all 
fuel oil bookkeep- 
ing at Goodling 
Electric Co., York, 
Pa. A second ma- 
chine handles ac- 
counts payable and 
general ledger. 





February, 1958 
; 


THE OFFICE 














200 copies in thirty minutes, maybe less. 
That’s fast. And easy, too, with the help of 
Hammermill Duplicator. 

Lint-free Hammermill Duplicator gives 
up to 200 outstandingly bright, easy-to-read 
copies from a single spirit duplicator master. 
And—it has the strength, bulk and firmness 
you need for fast, trouble-free production 
with no strike-through. It comes in a clean, 


bright blue-white—and six attractive colors 


200 COPIES OF REVISED LIST READY...10:57 A.M. 





that are right for Signal System use. 
FOR LONGER RUNS, 
Mimeo-Bond. It gives up to 2000 clean, sharp 


“set-off”. 


use Hammermill 


copies per stencil without messy 


To get better results, specify Hammermill 
Hammermill Mimeo-Bond. 
Both contain Neutracel®, Hammermill’s ex- 


Duplicator and 


clusive hardwood pulp which gives a more 
level paper surface for better-looking copies. 
Hammermill Paper Company, Erie, Pa. 


HAMMERMILL worx Fast! 


DUPLICATING PAPERS 


For More Information Circle No. 347 
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Ratio of White to 
Blue-Collar Workers 


In Manufacturing 


Now Almost 1 to 5 


HERMAN TRAVIS, 


Bureau of Labor Statistics, 
Division of Manpower and 


Employment Statistics 


workers 


HITE-COLLAR 


fessional, 


pro- 
and ad- 


have been increasing both 


clerical, sales 
ministrative 
in number and as a proportion of the 
nation’s work The Census Bu- 
reau reports that the number of white- 


19.8 million 


force. 


collar workers rose from 
in January 1947 to 26.3 million in 
January 1957, an 33%, 
while the remainder of the work force 


increased less than 3%. At the begin- 


increase of 


ning of this period, white-collar work- 
34% of the 
force; at the end, 40%. 
Although we often think of heavy 
manufacturing, as 


ers amounted to labor 


industry, such as 
primarily a field for manual workers 
actually nearly 4 million jobs in manu- 
facturing are white-collar or “nonpro- 
duction” jobs, according to Bureau of 


106 


Statistics data. The number and 


proportion of these jobs are increasing. 


Labor 


Nonproduction workers include execu- 


tives; finance, accounting, legal and 


personnel officers; professional and 


technical workers: salesmen; sales de- 


livery, advertising, credit and collection 


clerks, 


others performing office work; medical 


personnel; stenographers and 


workers in plant dispensaries and 


health units. By and large, nonproduc 


tion workers are what we commonly 


call white-collar workers, but there are 


some exceptions. For example, plant 
cafeteria workers and certain construc- 
tion workers on factory payrolls who 
engage in building major additions or 
making major alterations to the plant 
are also considered as indirect or non 


production workers. 
About 
workers is a nonproduction worker. Of 
the 16.9 million 

1956, 13.2 
oii 


volved in production activities and 3 


one of every five tactory 


factory workers in 
million were directly in- 
million were employed in indirect or 
nonproduction functions 

Before World War II, 
workers in 


the number of 
nonproduction factories 
showed less change from year to year 
than the number of production work- 
ers. In bad years, production workers 
laid off, 


workers 


were while most of the non- 


retained to 
still 


production were 


carry out operations which were 
necessary and also to preserve the man- 
agerial and office staffs whose experi- 
ence was often more difficult to replace 
than that of 
good years, large numbers of produc- 


while the 


production workers. In 


tion workers were taken on 


number of nonproduction workers in- 


creased only slightly; overhead func- 
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More Profit for 1958 


Lower your capital investment 

Increase the productivity of your wage dollars 
Use BEVCO ventilated furniture 

and reduce fatigue 

Sit posturally correct 
Sit comfortable 
Sit safe 
Webbed with plastic, resilient 


webbing. Stretch proof, color fast 
stain proof. Choice of 13 colors. 


Guaranted for 5 years. 


Will outwear any other upholstery 


on the market. ¢ PS-31 


BEVCO Chairs cre: Posture chair with 


more comfortable © wear longer ® cost less Firm back 
5 adjustments 


Scientifically designed 
backrest—controlled 

spring tension. Comfortable 
large seat has exclusive 
pitch control, expensive 

cut thread adjusting 

screw prevents seat 

from "dropping" even 
after years of use. 

All chairs have Nylon 

"wear proof’ thrust bearings. 


PS-33A 
see your dealer or 
6 adjustments write direct for catalog available in two sizes 


For More Information Circle No. 360 


BE \ VCO PRECISION MANUFACTURING COMPANY 
831 Chicago Avenue, Evanston, Illinois 





WORKERS 
(in Millions)? 





20 


- 


Production Workers—, 


Nonproduction Workers 


Chart 1. Factory 
employment of 
white-collar (non- 
production) work- 
ers in relation to 
blue-collar (pro- 
duction) workers, 
1919-1956. (U. S. 
Dept. of Labor, 
Bureau of Labor 
Statistics) 
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1919 1925 1930 1935 1940 
tions did not expand greatly, and any 
additional work was usually handled by 
the existing staff 

During World War II, 


large increase in the number of over- 


there was a 
head workers, but their proportion to 
total employment fell sharply 
because so many more production than 
nonproduction workers were hired for 
defense production. But when factory 
employment was cut back at the end 
of the war, there was very little change 
in the number of overhead workers; 
the number which had been added dur- 


factory 


ing the war remained. Since the war, 
there has been a slow but fairly steady 
increase in the number of overhead 
workers and a smaller increase in pro- 
duction workers. 
of nonproduction workers since the end 
of World War II has 
times as great as that of production 
workers; total 
gain in factory employment from 1947 


The rate of increase 
been about 15 


three-quarters of the 


to 1956 was contributed by nonproduc- 
tion workers 
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1945 


1950 1956 


[his increasing proportion occurred 
in all 


though some industries reported a de- 


manufacturing industries. Even 
cline in the employment of production 
1947, each of the 21 


groups 


workers since 


major industry showed an in- 
crease in the number of nonproduction 


workers 


[he gain in indirect workers 


was small in 


some industries, such as 
lumber, 


and comparatively large in others, such 


leather, textiles, tobacco and 


as transportation equipment, instru- 


ments, paper, chemicals and electrical 


machinery. In each industry, however, 
the gain in the number of nonproduc 
tion workers was greater than the gain 

if any 


The 


in production workers. 


factors commonly connected 
with the rise are (1) increased research 
and development activity and the grow- 
trained workers; 
(2) growth in investment by industry 
in new plant and equipment; and (3) 
more paperwork to meet the needs of 
management and government, and an 


increase in and organization 


ing use of technically 


service 
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how just one 


application of 
procedural 
microfilming” 

can save 

one hour a day 
with the low cost 


960 


8 
= 


= 
N 
\i¥ 


— 
Ff 


(INCORPORATED 


Flofilm Division e« Norwalk, Conn 


Naw 
“ny 
senna 


a(t 


\ aes 


Sales and Service Offices in All Principal Cities 


« Motorized 
« Portable 
Lowest Cost 


“DIEBOLD, IN 


but errors ar 
nated as “flofil 
otographic py 
reck! 
This application of 
Microfilming” elir 
time and 100% of the 
copying in the preparation 
daily check register! 
For 
Microfilming™ and 
Microfilm 


to your letterhead 


Procedurz 
nates 75% 


for Procedural Microtilming 


free copies of 


tion to attach 


and mail today 


MICROFILM 
CAMERA 


ecccoeee.- 
Dept 86 

Flofilm Division, Norwatk, Conn 

Please send the following: () An Introduction to Microfilm 

© Manual of “Procedural Microfilming 


Nome Title 





Company 





Address 
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when color brilliance 
really counts... 


Choose this feather-light postage saving sheet— 
so carefully manufactured and surface-sized that 
even the 9-Ilb. weights can be run on offset or offset 
duplicating equipment as well as letterpress. Best 
for multicopy forms, statistical reports, rate books, 
inserts, mailing pieces. Made from 100% bleached 
chemical wood pulp in brilliant White, Blue, Canary 
Goldenrod, Green and Pink. Lightweight compan- 
ion papers include Flecopake Bond, Alpenopake 
Bond, and Alpena Manifold. For sample booklet 
address Dept. 2. 


For More Information Circle No 














od 
1 


Titanium-Filled 


for brilliant opacity 





et 


Surface-Sized 
nd 


for easy runs 


Minimum Grain stops 
LBL FELL 


wrap-oround in press 














functions within the company 

[he record amounts invested in bet 
ter tools of production, plus the “pay- 
off” provided by research and develop- 
ment in terms of improved methods of 
and types of 


production machinery, 


have greatly increased the output of the 
Only a 
production workers now produce many 


production worker. few more 
more things for our larger population. 
The Statistics 


mates than between 1947 and 1953, the 


Bureau of Labor esti- 


Chart 2. White- 
collar jobs in- 
creased more than 
blue-collar jobs in 
every manufactur- 
ing industry, 1947- 
1956. (U. S. Dept. 
of Labor, Bureau 
of Labor Statistics) 


THE OFFICE 


INDUSTRY Percent Change 
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Transportation Lquipment 
Instruments 

Paper 

Chemicals 

Electrical Machinery 
Furniture 

ALL MANUFACTURING . 
Fabricated Metals 

Stone, Clay, and Glass 


Petroleum Products 


Primary Metals 
Food 
Apporel 


Printing 


Nonproduction 


Rubber Workers 


Production 
Workers 


Lumber 


Tobacco 


Textiles 


Leather 


Miscellaneous Manufacturing 


2 oO +25 +50 475 
Percent Change 





+100 +125 
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average production worker in manufac- 
turing turned out an average of 3 to 
3.6% more goods each year than the 
about 4.5% more each 
1953 to 1955; and from 1 
more between 1955 and 1956. 
1947 1956, the total 
increase in the hourly output of produc- 
tion workers amounted to 36%. As a re- 


2¢ 


sult, only 3 


before; 
from 
to 2.5% 


Between 


year 


year 


and 


6 more production workers, 
working only 2% longer hours, were 
able to produce 43% 


Scientific management and organized 


more goods. 


production techniques require records. 
Record keeping is also required for tax 
purposes and to provide information 
for a number of government and public 
needs. There has also been an increase 
in activities related to employee rela- 
tions retirement and pension pro- 
grams, grievance handling and labor re- 
lations, education, 
credit unions and suggestion award pro- 


counseling, safety 


grams. 


Increases in these record keep- 


ass 


% 
@ 


‘{=z= 





— 


ing and management activities have re- 
quired additional nonproduction work 
ers. 

the 
proportion of nonproduction workers in 


Factors which have increased 
manufacturing seem likely to continue 
with even greater intensity. There are, 
however, some influences to offset the 
continued growth in the number and 
proportion of white-collar workers. The 
greater use by industry of data process- 
ing machines for clerical operations, 
such as inventory control, payroll prep- 
aration and bookkeeping, is likely to 
offset, to some extent, the increasing 
need for clerical workers in these func- 
tions. These engineering improvements 
have barely been applied to the office as 


When 
more widely, 


yet. they come to be applied 
the growth in 
white-collar employment may slacken, 
but it still expect 


a continuation of this relatively rapid 


rate of 


reasonable to 


seems 


growth over the next few years. 
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destroy confidential 
and classified material 


“» FULL SECURITY : 














CONFIDENTIAL PAPER DESTROYER 


Vd SILENT GLOW 


Now used at banks, atomic energy 

plants, and other security-wise companies, 
this FULL SECURITY unit ends many 

other destruction problems, too! 

LOAD MATERIAL PACKAGED or LOOSE— 

a great time saver. Complete destruction 

of heaviest cardboard and paper... 

bank deposit slips... time cards... 

old paper money... canceled checks... 
tickets ... obsolete file records.. 

rolled blue prints. 

Material reduced to fine, white ash... 
indoor or outdoor installation... without 
sparks, fly ash, smoke, odor... 

absolute on-the-premises security. 
PRACTICAL? It sure is! No auxiliary firing 
devices, no movable parts to service. 

Low temperature operation for longer 
use-life and greater safety. 

SECURE? Completely! Tamper-proof. 

Simply Load it—Light it—LOCK IT—Leave it. 
Heavy gauge welded steel construction. Heavy refractory lining. Standard models 
1Y%2, 3, 5, 10, 15 bushel charge chamber capacity. 


Write for full information. 


THE SILENT GLOW ol BURNER CORPORATION 


863 WINDSOR ST., HARTFORD 5, CONN. 


Those Who Wnow Cheese 
S\vew jae Manufacturers of Heating Equipment for every Domestic, 
¢ DASPOSAL UNITS, Industrial, Commercial and Agricultural Requirement. 


For More Information Circle No. 277 
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(Continued from the January issue) 


More Office Furniture 


We have no electronic equipment at 
present. We do not rent office machines 
It would appear that we are handling more 
paperwork with more employees than we 
did several years ago. This is due mostly 
to growth in our company’s business. With 
improved methods we are processing more 
paperwork per employee than we did sev 
eral years ago. 

We expect to purchase more furniture 
this year than we do office equipment. We 
expect to maintain our usual level of office 
equipment purchases during 1958. 
WILLIAM SCHONER, Office Manager, 
Ortho Pharmaceutical Corp., Raritan, N. J. 


Planning for Punched Cards 


For over a year we have been exploring 
the application of a punched card system 
to our particular problem, that of expedit- 
ing the processing of accounts. Research 
is continuing toward that objective but no 
immediate purchase is contemplated. 

During the preparatory and _ public 
periods (about three months a year) of 
our annual campaign our clerical staff is 
more than doubled. At these times we 
rent typewriters and adding machines 
since this is considered the most economi- 
cal and practical policy. Paperwork con- 
tinues to increase and is handled by added 
staff. Securing skilled staff is one of our 
main problems. We think a punched card 
system would offer relief in this area, and 
it is in such products we hope to invest at 
an opportune time. We expect to main- 
tain our usual level of office equipment 
purchasing during 1958; such purchases 
are in the nature of replacement rather 
than new equipment. THE OFFICE maga- 
zine is routed to several of our super- 
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staff and the consensus here is that 
it is generally helpful—PAULINE N 
MUMM.,. Office Vanager, Community 
Chest of Buffalo and Erie County, N. ¥ 


VISOTY 


Tabulating Accessories 
We hay 


ment in our office 
do not 
investigating 


installed no electronic equip 
At the present time we 
rent any office machines. We are 
the possibility 
tabulating equipment in the 
not too distant future 
Our office is handling 
with 


however, of 
renting some 
more paperwork 


fewer employees than a few years 
ago. The office products which we expect 
to invest in this tabulating 
ssories. We plan to 
maintain our usual level of office equip 
ment purchasing 1958.—-RULON 
SWENSEN, State State of Idaho 


Boise 


year will be 


equipment and acce 


during 


{uditor 


Budget Governs Purchases 


We have electronic equipment available 
through our controller’s office and have 
converted much record keeping to ma 
chine processing with good success. As 
we become 
present 
expect to 
equipment 
other 
tioned 

We handle more volume with less people 
than was possible a few years ago. We 
plan to maintain the usual level of office 
equipment purchasing during 1958 unless 
our budget is cut to the point where we 
cannot replace older equipment. Primarily, 
we deal in men, materials and money. 
Changing conditions in the world as they 
affect these three M’s are of greatest in 


more experienced in ou! 
system of order processing, we 
make additional use of this 
We do not rent office machines 


than the electronic equipment men 
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Goldon=Jouch. 


TOPS ALL ELECTRICS IN FEATURES! 


Never before such speed, such golden ease... 


Golden-Touch Electrics 

offer 16 more cost-saving Golden-Touch 
features than the next 
best electric. Extra-sharp 
carbons, distinctive type 
styles for you. Wonder- everywhere! 
fully easy touch and dec- 

orator colors for her. Ask Golden-Touch 
for the demonstration that 
proves Golden-Touch su- 
periority in every electric A 
feature. Look for Under- standard touch! 
wood in the Yellow Pages. “ 


underwood wiinsc fypemnttere 


For More Information Circle No. 265 


Portable 
Speeds work 


Standard 
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WESTON Cotton Fiber BOND 
Makes Letterheads Noticeably Better 


WESTON BonpD, made better with cotton 
fiber, imparts an air of obvious impor- 
tance to your letters. It lends conspicuous 
quality to your letterhead—character that 
commands attention. 

In the office, you'll like the way it 
takes typing, writing and (when neces- 
sary) erasing. It serves admirably, too, 
for office forms and other applications 
that call for a clean, strong serviceable 
bond paper. And the cost? .. . hardly 


more, if any, than you are now paying 

Your printer has Weston Bonp in 
white, colors, white opaque, litho finish 
and envelopes to match. Ask him to use 
it for your next lot of letterheads or 
write for a sample book and make your 
own comparison. Address Dept. OF 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Makers of Papers for Business Records Since 1863 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 


For More Information Circle No. 367 
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terest.—WILLIAM B. IHLANFELDT, 
Regional Director, Federal Supply Service, 
General Services Administration, Seattle. 


Electronic Equipment 


We have not as yet installed any elec- 
tronic equipment, although we are making 
studies in that area. The only office ma- 
chines that we rent are tabulating ma- 
chines. We studied the proposition of pur- 
chasing the equipment and came to the 
conclusion that, for our purposes, it would 
be more economical for us to rent. 

We are handling more paperwork today 
than we did a few years ago with a slight 
increase in the number of employees. The 
increase, however, has not been in the 
same proportion as the increase in our 
volume of work. 

This year we will invest, in all proba- 
bility, in electronic equipment. We will 
also purchase our usual variety of other 
equipment. We do not expect that there 
will be anything specialized in this area 
except possibly the decision to purchase a 
new copying machine, the Electrofax. This 
has not been fully studied so that we are 
not in a position to state definitely one 
way or the other. We, of course, do ex- 
pect to maintain our usual level of pur- 
chasing during the coming year.—FRED- 
ERIC C. ERDMAN, Assistant Manager- 
Methods, Home Life Insurance Co., New 
York. 


Court Work Is Expanding 


We do not rent adding machines, cash 


accounting machines, posting machines, 
etc., but purchase them outright. However, 
we do rent IBM equipment such as key 
punches, sorters, verifiers, etc., in our 
Central Violations Bureau operation in the 
processing of parking violation notices. 
We feel we benefit from the rental of these 
machines over outright purchase, because 
we have the advantage of new machines 
to replace equipment which becomes ob- 
solete. 

We are handling far more paperwork 
with fewer employees in proportion to the 
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volume than we did a few years ago. We 
plan to maintain our usual level of office 
equipment replacement with some addi- 
tional purchasing due to expansion. I read 
with interest the articles in THE OFFICE 
and also find the advertisements produc- 
tive of new ideas, from time to time. 
WALTER F. BRAMHALL, Clerk of the 
Court, District of Columbia Municipal 
Court, Washington, D. C. 


Accounts Receivable System 


Because of the volume of our business 
and the number of people involved, we 
have not installed any electronic equip- 
ment. We do not rent any office machines 
because at the present time our office ma- 
chines consist of typewriters, adding ma- 
chines, and electric calculators. 

We have been able to handle more pa- 
perwork in less working hours by the in- 
troduction of more efficient methods. 
About two years ago we installed Reming- 
ton Rand’s Simplified Unit Invoice Ac- 
counting Plan for accounts receivable. We 
are investigating the practicability of in- 
stalling a payroll and accounting machine. 
We anticipate no change in our purchases 
of office equipment during 1958.—L. K. 
YODER, Assistant Treasurer, Buescher 
Band Instrument Co., Elkhart, Ind. 


Precollated Forms 


We have no electronic equipment in- 
stalled in our office at this time. Some 
survey work, that we have been doing, 
relates to electronic equipment. If we 
should install such equipment, I feel sure 
that it would be on a rental basis because 
of the high initial cost and the technical 
maintenance problems. Furthermore, if it 
were to be installed, I feel that it would 
allow us to handle more paperwork, more 
efficiently, but with no great reduction in 
personnel. If the rental of the machine 
could be offset by reduction in payroll, I 
would be satisfied. The biggest drawback 
to the installation of electronic equipment 
is the delay in installation once the matter 
has been decided upon. 

This year, I anticipate investing most 








profitably in precollated forms of various 
types such as snap-outs, etc. I hope that 
our level of office equipment purchases 
will increase during the coming year. 
CHARLES R. MORRELL, Office Man- 
ager, Benedict & Benedict, New York. 


More Work, Fewer Employees 


We have installed an electronic System- 
atic Intercoupler to an NCR Model 3100 
and a Remington Rand Key Punch. This 
combination is doing an excellent job and 
is living up to expectations. 

We do not rent any office equipment. 
As a result of the installation referred to 
above, we are handling more paperwork 
with fewer employees than we did a few 
years ago. This year our purchasing of 
office equipment will be restricted to neces- 
sary replacement of existing units.—C. T. 
KNUDSEN, Assistant Treasurer, Ken- 
worth Motor Truck Co., Seattle. 


Competent Workers Scarce 


We are a factory office here in Glen- 
brook with our general office in New York. 
Consequently our office staff is small and 


our work is principally cost accounting 
We do not have any need for electronic 
equipment and we do not rent any office 
machines. The machines we use are, type- 
writers, adding machines, calculators and 
a Dictaphone which was acquired last year 
and was a welcome addition to our equip- 
ment. 

I doubt if we are handling more paper- 
work per employee than we did a few 
years ago but we handle less paper rela- 
tively. Each employee gets more results 
because of changes in methods and pro- 
cedures and elimination of paperwork not 
really needed. Recent changes include use 
of two registers to handle multi-copy con- 
tinuous forms. We don’t expect to buy 
any additional office equipment this year 
but will continue our normal replacement 
of old equipment. The greatest activity will 
probably be in special printed forms. The 
number of machines we have is greater 
than we might really need but we believe 
they are justified. Work can be planned 
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more easily and peak loads can be han- 
dled promptly. This is important to us as 
there are time limits we must meet. One 
of the biggest problems in this area Is se 
curing competent office workers. There ap 
parently are not enough to go around. 
J. A. FLAHERTY, Office Manager, Na 
tional Brands Div. of Sterling Drug, Inc., 
Glenbrook, Conn. 


“Wait and Save” Policy 


We have not installed any electronic 
equipment at this time. We do, however, 
operate five special bank machines manu- 
factured by International Business Ma- 
chines Corp. on a lease rental basis. These 
machines were installed to enable us to 
handle an additional load of volume with- 
out additional personnel. 

We have established a “wait and save” 
policy insofar as electronic equipment as 
applies to bank operations, and we will 
probably maintain our same level of office 
machine purchases during this year. It is 
doubtful that our purchases will include 
electronic equipment. GRADY ATCH 
LEY, Vice President & Cashier, First Na 


tional Bank of Wichita Falls, Texas 


Building Office Addition 


We have not installed any electronic 
equipment. We occasionally rent office ma 
chines, generally at the time of our an 
nual closing of our books, to make an 
adding machine or a calculator or both 
available to our independent 
auditors. 

It is difficult to measure the quantity 
of paperwork handled by our employees 
We feel that we are handling more with 
more employees, but at a higher degree 
of efficiency than a few ago. We 
will undoubtedly buy some furniture to 
equip an executive office, since we are 
building an office addition. We will also 
buy, in all likelihood, an adding machine, 
electric typewriter, postage meter machine 
and calculator, and possibly several other 
pieces of equipment. We plan to spend 
approximately the same amount on equip- 


outside 


years 
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adding- and- bookkeeping machine 


o1ololo-x 


“addo-x” exclusive “true—touch” keyboard 


eliminates errors, speeds your figurework; 


is the first step on the road to automation 


typing on “Adler” is just as pleasant as 


the reading of the “Adler’—typed letter; 


write to: “addo-x inc’—300 Park Ave, NY 22 


A\UDUALE Us 


custom-made precision typewriter 


A\UDLLLE URS 


will satisfy even the perfectionist 


A\ODULEOR 


For More Information Circle No. 359 
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ment, or perhaps a bit more during 1958, 
largely as a result of the new office build- 
ing addition—A. K. LINK, Treasurer, 
Layne & Bowler Pump Co., Los Angeles. 


Regular Replacements 


We have not installed any electronic 
equipment in our office. The only item of 
rental equipment used in our office is a 
Pitney Bowes postage meter. Our paper- 
work load has increased greatly. over the 
past three years. However, through re- 
fining our office methods, our number of 
employees has not increased proportion- 
ately. 

Ihe three major pieces of office equip- 
ment which we have to purchase during 
our budget year are a 3100 National Cash 
Register Posting Machine, two calculators 
and one typewriter. This is about in line 
with our regular replacement buying pro- 
gram.—J. A. SMITH JR., Office Man- 
ager, Birds Eye Div., General Foods Corp., 
Pocomoke City, Md. 


More Electric Typewriters 


We have not installed any electronic 
equipment nor do we expect to. We do 
rent one or two office machines: type- 
writer and a couple of adding machines. 
The reason? We cannot always buy ad- 
ditional or replacement machines for cash 
just when we want to, and we sometimes 
rent for a period before buying. 

We certainly handle more paperwork 
than we handled in previous years, but 
this is because of the growth of our busi- 
ness. We have more employees, too. We 
do not expect to break any new ground 
this year so far as office machinery is 
concerned. If we add anything, it will 
probably be another Robotyper and per- 
haps more electric typewriters. We do 
plan to maintain our usual level of pur- 
chasing in 1958, and hope that it will go 
a little bit higher than last year. I enjoy 
reading your magazine very much and 
I rely on it to keep me up to date on 
equipment and methods.—HORACE COT- 
TON, President, Professional Manage- 
ment, Southern Pines, N. C. 
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Relies on Machines 


This hospital is presently renting IBM 
equipment which meets our requirements 
and gives us the necessary results in the 
statistics and tabulating field. These ma- 
chines facilitate the processing of a multi- 
tude of reports which otherwise would 
require many more personnel to meet 
deadlines. It is difficult to state realistically 
whether the work has increased since a 
few years ago. However, it is safe to as- 
sume that there has been little significant 
change, if any, in the volume of paper- 
work, although it can be stated that the 
objective is being accomplished more ef- 
fectively with less manpower. Contributing 
to this effectiveness is the employment of 
more up-to-date office equipment which 
was procured recently: electric typewriters, 
adding machines, Comptometers, and re- 
producing machines such as the Oczalid, 
Thermo-Fax, Cormac and Multilith. 

Plans are formulated for the usual level 
of office equipment procurement during 
1958, principally in the field of electric 
typewriters and duplicating equipment, 
contingent on the availability of funds. 
Your magazine has provided excellent 
sources for supplies and many of the 
articles have been enlightening, interesting, 
and are consequently widely disseminated 
amongst our management’ engineering 
personnel. — LT. COL. THOMAS E. 
BAKER, Controller, Letterman Army 
Hospital, San Francisco. 


Rents Tabulating Machines 


We have not installed electronic equip- 


ment. We rent Remington Rand punched 
card equipment which we use for order 
analysis, sales analysis, writing of orders 
and pick orders, cost of sales, sales statis- 
tics, customer statistics, open order re- 
ports. More employees handle slightly 
more paperwork. As of now we do not 
intend to invest in any additional office 
equipment. HAROLD LEINWAND, 
Treasurer, Berkray Corp., New York. 


(Continued on page 





Shipping Forms Set Has 
Display Numbers for Carton 


Ait. PARTS AND 
CARBONS CONTROL 





PUNCHED, PEGBOARD 
PUNCHED AND 








SNAP 7, AT LEFT OF 
PEGBOARD PUNCHING, 
WHILE REMAINING PARTS ALE 
PERFORATED TO SNAP OT 
TO RIGHT OF PEG 


BOARD . 
PUNCHING 


NWOT CONTROL 
\ “4 PUNCHED 


DOT BLOCKOU? 
OF SHIPPER 





ERCHANDISE SHIPMENTS, of 

a particular company, were re- 
quired to bear a six-digit number 
(which appeared on the packing slip) 
in very large size and in two positions 
on the shipping carton. One way to do 
this would be to stencil the number on 
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FAST FILING PLUS PROTECTION w 
ONLY SPACEFINDERS give you the speed, convenience, 


and economy of shelf filing in a complete, enclosed unit with 
the dust, dirt and fire protection of drawer files. 











See how girl can instantly read thou- 
sands of side tabs—clearly visible, 
readily accessible. At left, note hand- 
some modern design, neat appearanc 
with doors closed: . 











Find out how Spacefinders pay for 
themselves once a yea: —by saving 
you time, space and money every day! 
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995 Market Street, San Francisco 3 
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4 At no obligation, send 24 pp. Spacefinder brochure 
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the cartons. Another method would be 
to include a sheet in the shipping forms 
set, vertically perforated in the center, 
with the numbers printed on this part 
for mounting on the carton. 

The shipping forms set 
seven parts. 


contained 
Part 7 extended 7/10” to 
the left of all other parts and carbons, 
and the extended area was punched for 
pegboard use. This required that the 
forms be very carefully packed by the 
printer, with filler material in the pack- 
ing carton to prevent damage to the 
forms in transit. So there 
problems: 

(1) an economical method of getting 
the large numbers on the merchandise 
cartons; and (2) eliminate the costly ex- 
tension area on part 7, yet retain the 
pegboard punching. 


were two 


The problem was solved by Bonnar- 
Vawter, Inc., as follows: special, large 
numbering heads were designed to 
print the duplicate numbers on part 8 
of the Control numbering 
assured proper collation of part 8 with 
the main form. Then part 7 was com- 
pletely redesigned to make it shorter 
and narrower so that it was easier to 


forms set. 


use and more suitable for pegboard 
work. Formerly opening on the left, 
the form more 
veniently, on the right. Pegboard 
punching .now had to go through all 
parts in the set, but it was located in 
the stub area beyond the tear-out per- 


now opened, con- 


forations on all copies except part 7. 
On all but part 7, the punching is dis- 
carded with the stub. The illustrations 


show the redesigned forms set. 


Make Your Brainstormers 


Evaluate Their Ideas 


ELMER L. WINTER, President, Manpower, Inc., Milwaukee 


RAINSTORMING, the _free-for- 

all method of group brain churning, 
has zoomed to popularity heights during 
the past year. This ad-agency gimmick 
has been picked up by colleges, uni- 
versities, the armed services and private 
industry. Firms have called brainstorm- 
ing sessions to tackle problems ranging 
from coffee-break control, absenteeism 
and production breakdowns to recruit- 


124 


ment. Brainstormers have rushed ahead 
under such rules of the game as “no 
“no evaluation,” 
“the more ideas the better,” and “free- 
wheeling is the order of the day.” 
often may produce 
ideas—all carefully 
noted by a secretary. But what happens 


idea is too fantastic,” 


These sessions 


over a_ hundred 


‘ 


to these ideas? These “streams of con- 


sciousness” sessions may beget only five 
OFFICE 
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The New Customatic Comptometer 
gives you everything you've learned 
to expect from Comptometer— 
plus 3 new features 


CUSTOMATIC 
KEY CONTROL 


the feature 


r fast 


There, 


unchallenged wherev 


Still are al 
mportant ! 

Pinpoint Accuracy — Accuracy K 
s completed. insures accurate 
Easy-to-Read-Answers — 
through wide apertures 
Active Ciphers — All ciphers to the le 


Ciphers and numerals in the answer a 


Smnptometer 


Comptometer COMMANDER — insures 
accuracy in dictation. Life-time ma- 
chine belt Saves more than machine 

Mail coupon. 








rank r ex 
Molded Key Tops 
Cushioned Touch —- 86 


fatigue 


| stroke 


IATIC COMPTOMETER in ac 


orporation 


Comptometer COMPTOGRAPH “220M” 
~ with new multiplication key -- more 
features than any other 10-key listing 
machine. Try.i it. FREE. Use coupon. 
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uch of the bar and the 
dials instantaneously 


Blends read 
office decor 


Direct-Action Keys lightning answers 


give 
tr ations to slow results. 

ned 

zg action eliminates 


E 


“finger 


> machine that sets spec- 
te them only when y 


Let us prove 


Ou w pprecia 
tion 
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TO BETTER BUSINE 
Comptometer Corporation 
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Comptometer Comptograph “220M” 
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label pasting with 


hing 


GLUERS 


Makes mailing and 
shinning tector. cleaner, cheaper. 


SAVE with lower cost, 
ungummed mailing 
labels—and get better 
appearance, neater 
mailings. 


Use in other places, too— 
for any labeling chore. 








TRUE PORTABILITY 
POSITIVE CONTROL ¢ EASIEST CLEANING 
LOW COST « PAYS FOR ITSELF 








Ask for details. See your King dealer. 
Ke aac 


UDDDUG) 


| Sales and Engineering Co. 


441 Folsom Street, San Francisco-5 
For More Information Circle No. 209 


or six practical ideas of which perhaps 
only one or two can be effectively 
implemented. 

Is brainstorming, therefore, achieving 
its purpose? Or, an escape 
from the responsibility of individual 
thinking. Should the idea be dumped or 
can it be saved by introducing modifi- 
cations and controls? I believe that the 
time has come for a reexamination of 
the brainstorming technique if it is to 
serve its purpose. 

Our organization enthusiastically 
adopted the program in our home office 
and at various regional sales meetings. 
Our people had a great deal of fun 
brainstorming, but produced 
few workable ideas. Though meetings 
often produced 150 ideas, we were left 
with the problem of what to do with 
them. Who was to cull through the sug- 
who was to review them and 


is it merely 


sessions 


gestions, 
pass on their possible applications. The 
culling and review took up many valu- 
able hours of executives and department 
supervisors with a net result of only 
three usable ideas. Add to this the time 
spent by employees at the sessions and 
it becomes a costly way of developing 
ideas. 

Perhaps better and more efficient re- 
sults could be accomplshed if the brain- 
storming sessions were followed by a 
review and evaluation of the ideas by 
the participants. Rather than transfer the 
arduous task of elimination to another 
group, why not let the originators pass 
on the value of the ideas. The program 
usually bogs down “after the fact” be- 
cause too many firms do not have the 
staff with time to spare to sift through 
the numerous ideas. By reviewing the 


Suggestions at the end of a session, 
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~ ACME VISIBLE RECORDS, INC. 











VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized 
Facts for Analysis and Decision. 


Complete flexibility with limitless signalling and charting 
possibilities . . . Easily adapted to your individual record 
requirements. 

Lightweight panels contain clear plastic tubes which are 
individually removable and may be shifted from one posi- 
tion to another . . . Clarity of tube provides full legibility of 
contents. 

Signals snap on or off at any point. . . Hold 
position until positively moved . . . Slide 
smoothly back and forth . . . By-pass freely. 


Insertable index feature afford triple signalling potential: 
by position, by color and by legend of index. 


Alek the man. fpotn. emt 0 akow you spaatjleo— 


CROZET, VIRGINIA | 
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“ELECTRONIC 
R ER” 


BIG SAVINGS in time and work — 
when your return envelope rides 

"Piggy-Back" on your statement or 

invoice! 
“Piggy Back” return envelopes tie into 
your tabulating accounting system. Auto- 
matically coded, both numerically and 
alphabetically, while the form is typed 
- « » saves look-ups. Carbon spot does 
this 1.D.P. coding trick. 

FOR DETAILS and wide range of adapta- 

tions fo match your needs, WRITE TODAY! 


AmeriCan 


ae. 


—500 BITTNER ST ST. LOUIS 15 Mo. 


For More Information Circle No. 315 
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creativity would not be stifled at the 
session itself. 

A business publication recently point- 
ed out that “few companies seem to 
have worked out any way of utilizing 
the ideas that follow from brainstorm- 
ing.” Obviously it is not the 150 ideas 
that were shot out in an hour-long ses- 
sion, but how many of these ideas were 
put to use which determines the value 
of such a program. 

Quantity should not be the sole 
critera of a good brainstorming session. 
The rule of “the wilder the idea the 
better” could be easily broken to cut 
down on evaluation time later by a 
busy staff. Perhaps a smaller number of 
ideas with the emphasis on quality back- 
ed up by solid thinking could be 
achieved by giving participants more 
notice of the topic of discussion. 

Too, there is the false impression 
that brainstorming on a group level is a 
substitute for individual creative think- 
ing. Brainstorming should be a supple- 
ment, not a panacea, for individual 
thinking. Brainstorming has been justi- 
fied as a morale builder in that it de- 
velops good personnel relations by 
allowing managers, shipping clerks and 
elevator operators to express their ideas 
on tackling a firm’s problems. However, 
these very same good relations efforts 
can be nullified if nothing happens to 
all the ideas. 

Let’s stop our headlong course down 
the brainstorming path, and pause to 
reevaluate. Let’s tone down the wild- 
ness, apply a few brakes, and perhaps 
brainstorming may produce the usable 
and sound ideas it was created to do. 
Tone down the storm of brainpower 
and upgrade the value of ideas. 
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You can tell a Verifax Copy 
blindfolded ! 


A Verifax Copy has that ‘‘letter- can make copies on both sides of a sheet, 
head feel’’— is not tissue-thin or on card stock, on printed office forms, on 
glossy. It’s dry . . . ready to use, translucent “‘masters”’ for use in white- 
file, or mail as soon as it’s made. print machines . . . even make an offset 
And it’s as lasting as any typed master in 1 minute for less than 20¢ with 
record. a simple adapter. Mail coupon or call 
You get these more usable copies fast Verifax dealer for details. 
with a Kodak Verifax Copier. 5 copies of Prices quoted subject to « 
anything in 1 minute for just 2'/2¢ each! And 
what’s mighty important in business, Jerifax Co ihe’ 
these copies are complete and accurate. PY: g 
As for versatility, no other copier comes DOES MORE. .. COSTS LESS... MISSES NOTHING 
close to matching a Verifax Copier: You 
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EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. ‘Y. 


Gentlemen: Please send free copy of your new 
booklet, ‘‘Versatile Time-Saver for Busy Offices.”’ 


__ Position 





Street 








For More Information Circle No. 
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Professional writers like 
John Cameron Swayze, 
Quentin Reynolds and 

Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 








OLE STEEL OFFICE MACHINES, INC. e Affiliate of Cole Steel. Equipment Co., Inc. e 415 Madison Avenue « New York 17, N. Y 
For More Information Circle No, 331 
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RIGHT 





or 


WRONG 








lin Employce Relations 


ROUNDUP of day-to-day em- 
A ployee problems and how they 
were handled by management. Each in- 


What Happened: 


M. S., a female employee with sev- 
eral years seniority, asked for and re- 
six-month maternity 
Shortly before the leave was up, her 
supervisor learned through the office 


ceived a leave. 


grapevine that M. S. had been a widow 
for several years, and was unmarried 
at the time of her leave. The supervisor 
reported this to the personnel office. 
When M. S. reported back to the com- 
pany’s medical office for a reemploy- 
ment physical, she was told to report 
to personnel. 
slip indicating that the company did not 
consider her suitable for reemployment 
“illegitimate pregnancy.” 
M. S. protested her discharge and the 


There she was given a 


because of 


case came to arbitration. The company 
argued: 

1. Arbitration precedents sustain the 
position that outside conduct can, under 
certain conditions, be considered proper 
cause for discharge. 

2. If they reemployed M. S., the 
company would lose the good will and 
respect of its employees who consider 
such conduct reprehensible. 
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cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Is Illegitimate Pregnancy a Just Cause for Discharge? 


The grieving employee argued: 

1. She did not violate any company 
rule or regulation, and had an excellent 
work and attendance record. 

5 


2. Intensive 
morality is a characteristic of a bygone 


supervision of private 
paternalistic era in management rela- 


tions. 


Was the Company: 
RIGHT | | WRONG 


WHAT THE BOARD OF ARBITRA- 
TION, HAROLD M._ GILDEN, 
CHAIRMAN, ruled: “Employee con- 
duct, taking place outside the business 
premises and during non-working hours, 





must be tied in with the employer-em- 
ployee relationship if the cause com- 
plained of is to be considered just basis 
for disciplinary action. Obviously the 
company has no proper interest in the 
extracurricular activities of its employ- 
ees unless those doings have a direct 
bearing upon the employment status. 
The permissive resumption of work 
neither condones the misconduct nor 
suoulders the company with any part 
of the blame. The company has not 


shown that her reemployment would 
cause any disruption of operations, or 
any reluctance or complaint by employ- 
ees about working alongside of the ag- 
grieved. In the absence of such show- 
ing of interdependence between her 
private life and her job, the company 
does not have proper cause for her dis- 
charge. She should be reinstated with 
seniority and pay from the date she 
was medically capable of resuming her 
duties.” 


Can You Fire a Worker Who Won't Apologize for Rudeness? 


What Happened: 


Jerry Daley missed work on payday. 
The following morning he went to the 
personnel office to pick up his check. 
He waited by the payroll clerk’s desk 
while she engaged in what seemed to 
him an endless and pointless telephone 
conservation. After about ten minutes, 
he reached over her desk and pressed 
down the contact button on the phone, 
which put an end to the conversation. 
The clerk infuriated and imme- 
diately went in and reported him to the 
supervisor. The supervisor came out 
and asked Daley to apologize for his 
rudeness. When he refused, he was 
told that he was suspended from work, 
and that he could come back when he 


was 


—=—y 





was ready to say he was sorry about 
his part in the incident. Daley said the 
most he would do would be to exchange 
apologies. Some ten days later, when 
the had heard further 
from him, he received notice that his 
Daley came 


company not 
services were terminated. 
in and filed a grievance on his discharge. 


Was the Supervisor: 
RIGHT | WRONG 


WHAT ARBITRATOR A. R. MAR- 
SHALL RULED: “Fights, heated dis- 
cussions and other violent disturbances 
obviously are not conducive to business 
efficiency. But some personal friction 
is bound to arise out of the normal ten- 
sions of the work environment. The 
code of behavior established by arbitra- 
tor’s rulings recognizes these considera- 
tions. Thus, fighting on the job normal- 
ly warrants discharge—but no right of 
discipline is recognized for the usual 
disagreements and personality conflicts 
of everyday intercourse. This case in- 
volves a_ borderline situation which 
warranted a penalty of less than dis- 
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Among the 18 Olivetti office ma- 
chines now at the service of American 
business, there is usually one that 
fits a particular job as if made to 
order. These machines offer many 
exclusive features. Olivetti offers the 
only high-speed calculator that 
prints, the only printing calculator 
with two registers, the only manual 
typewriter with proportional spac- 
ing, and (coming soon) a super-fast 
desk adding machine. 

For information, write Olivetti 
Corporation of America, 580 Fifth 


Avenue, New York 36, N. Y. 


For More Information Circle No. 337 
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If you can answer yes to this question, 


you can reduce your office overhead— 


Want proof that the 
Quakor Line 


FILING CABINETS 
offer Grade-A-quality 


at less than Grade-A-prices? 


WHEN YOU CONSIDER GRADE-A-QUALITY IN FILING 
CABINETS — CONSIDER ALL THE PERFORMANCE FACTS 


Each file cabinet is a completely welded unit. Heavy upright channels welded to front 
and back walls. Rugged cross-pieces between drawers welded to upright channels 
All models feature follower blocks—solid aluminum hardware—cadmium plated heavy 
progressive suspensions—every type insert available 
and wide choice of color finishes. Available in 2, 3, and 
4-drawer heights. The 4-drawer letter file lists at only 
$71.50 (plain colors\, subject to dealer discount. All 
prices F.O.B. factory. 
Mail the coupon now it will bring you facts about 


Grade-A-quality at less than Grade-A-prices. 


ACME SALES COMPANY 


Division of PEERLESS STEEL EQUIPMENT COMPANY 
6811 Rising Sun Avenue 


PHILADELPHIA 11, PA. 


. 7 “7 : rh , oye J a 
: model. or available L7iS¢ fT. tor every fil ig requ ree ae 


For More Information Circle No. 370 
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charge. Although the employee de- 
served some punishment for his unpar- 
donable rudeness, the company was 
also wrong in trying to exact an apol- 
ogy from him as a condition of further 
employment. He shouldn’t have been 
required to say he was wrong when 


he continued to think he was right. 
This isn’t the type of demand a com- 
pany is entitled to make of its em- 
ployees. The ten days that he was off 
the payroll shall count as a suspension 
for the offense committed.” The em- 
ployee was reinstated. 


How Fast Must You Reinstate a Worker After a Leave? 


What Happened: 


Burt Lewis, a employee, 
went to his department head and asked 
for six months off to go out west and 
straighten out the affairs of his father, 
who had just died. The leave was grant- 
ed because the supervisor felt Lewis had 
a good reason, and he could be spared 
with some rescheduling. Just before the 
expiration of the six-month period, 
Lewis showed up in the department one 
morning, ready to work. Just that day, 
the department head had left on vaca- 
tion. The man in charge told Lewis he 
didn’t have authority to rearrange the 
work schedules, and Lewis would have 
to wait for the supervisor to get back— 
about two weeks. Lewis wasn’t happy 
about this, as he was anxious to get 
back on the payroll. But the man in 
charge wouldn’t sign his reemployment 
slip. When the head of the department 
returned, Lewis went to see him, and 
was put to work at once. Shortly there- 
after, Lewis filed a grievance, asking for 
pay for the two weeks he had waited. 
When the went to arbitration, 
Lewis argued: 

1. Six months was the maximum he 
had requested, and no mention was 
made of a minimum period. 

2. He was not told in advance that 
prior notice of his return was needed. 


regular 


case 
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[he company replied: 

1. The its terms was for 
the company to establish. 

2. After such a long leave, the com- 
intention to re- 


leave and 


pany needs notice of 
turn in order to integrate the employee 


into the work force. 


Was the. Worker: 
RIGHT |) WRONG 


WHAT ARBITRATOR SIDNEY A. 
WOLFF RULED: “It seems to me that 
after being away on leave of absence 
for close to six months, it would be 
unfair to impose upon this company an 
obligation to put Mr. Lewis back to 
work the very day he decided to return. 
Surely the company was entitled to 
arrange its schedules and operating 
plans so the reinstatement could be ac- 
complished in a businesslike manner. 
The company was justified in asking for 
reasonable notice. I find in the circum- 
stances presented here the company was 
entitled to one week’s notice for this 
purpose. Lewis could have provided 
notice by mail in advance of his re- 
turn. The two weeks that the company 
took was not reasonably required as 
witnessed by the fact that he was re- 
instated in short order after the super- 
visor returned. Lewis should receive 
back pay for a one-week period.” 




















Be eR a aN RE. RES 


Tue Orrice—February, 1958 





anything on paper 


THE OFFICE 


with the new A.B. Dick photocopy duplicator 


‘““On-the-spot”’ copies of anything printed, duplicated, 
typed, written, drawn or photographed . . . on 
opaque, two-sided or transparent paper, white or 
colored ... heavy cardboard, pages bound in books or 
magazines. You can make them in seconds, for pennies, 
with the new A. B. Dick photocopy duplicator. 


Every photocopy is an exact duplicate of the original 

black on white for easy reading. Completely perm- 
anent, too, with all the handling and filing advantages 
of regular 24-pound paper. For further information 
or a demonstration—call your distributor of A. B. Dick 
products. He’s listed under Duplicating Machines in 
the classified section of your phone book. Or simply 
mail the coupon. 


+ A:B- DICK’ 


DUPLICATING PRODUCTS 


. . ** . eeeee 


A.B. DICK Company Dept. O-28 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new photocopy 
duplicator that makes “‘quick copies of anything on paper.”’ 


Name 

Position 

Company 
& Address 


mm City 


For More Information Circle No. 320 
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ELECTRONIC TYPING COMPUTER 

Electric Typewriter Div., International 
Business Machines Corp., 590 Madison 
Ave., New York 22, N. Y., announces the 
IBM 632 Electronic Typing Calculator, 
designed primarily for invoice and order 
preparation. This office procedure is the 
heart of the accounts receivable operation 
in many small and large businesses. Priced 
at approximately $5,600, the computer, 





which embodies a magnetic core memory, 
can be programmed to automatically retain 
and type out total gross sales, taxes, ship- 
ping charges, invoice totals or other se 
lected accumulations for management re- 
view, daily. Simplicity of operation and 
ease of training operators are two impor- 
tant advantages of the machine. A typist 
can operate the computer with only a few 
minutes of instruction. The machine con 
sists of an electric typewriter, a ten-key 
companion keyboard, a magnetic 
memory within the computer unit, and a 
program reader. Numerical information, 
keyed in on the keyboard, can be added, 
subtracted, multiplied, rounded off and 
held in memory for later processing. Ma- 
chine can automatically type, extend, carry 


core 


138 


totals, compute taxes, subtract discounts, 
position decimals, justify multi-digit num 
bers and type-out results. Instructions for 
a complete application are provided by a 
plastic tape in the program reader. Tape 
can be changed for a different procedure 
in a few typewriter auto 
matically types out the computer’s calcula 
tions and can also be used, at any time, 
for general typewriting. Refinements and 
additions to the calculator show promise 
of extending its uses to other office appli 
cations now requiring separate calculating 
and typing operations. For More In- 
formation Circle No. 178. 


seconds. The 


PHOTOCOPIER 


Kodak Co., Business Photo 
343 State St., Rochester 4, 
N. Y announces the Verifax Bantam 
Copier which weighs 14 lbs. and 
$99.50. This brings office copying within 


Eastman 
Methods Div., 


costs 


h 


the reach of 
and cuts the cost of a decentralized, mul- 
tiple copier system for larger companies 
The Verifax Bantam Copier accepts origi 


the smallest one-man office 


nals up to 82” by 11”. Embodying sim 
plicity of design and functional copying 
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features, it is the first Verifax Copier to 
employ a curved glass platen. If used to 
copy 20 originals daily, it will amortize 
its purchase cost in less than a month. 
[The inexpensive Bantam makes possible 
economical point-of-need copying facili- 
ties, enabling a firm to place office copiers 
within a few steps of every secretary. In 
addition, it offers numerous possibilities 
as a personal copying tool for executives 
handling confidential documents. With 
base dimensions of 1344” by 17%”, the 
Bantam makes the same multiple, photo- 
exact copies that typify all four Verifax 
models. Up to five copies of any typed, 
drawn, written or printed original may be 
made on the Bantam Copier at a materials 
cost of about 242c per copy. Capable of 
making intermediates or masters on Veri 
fax Translucent Copy Paper for use in 
diazo printers, the Bantam is also adapt- 
able for use with the Verifax method of 
producing offset duplicating masters. For 
More Information Circle No. 177. 


PORTABLE TABLE 
liffany Stand Co., Dept. O, 
Forsyth, St. Louis 5, Mo., makes the Tif 
fany Portable Utility Table Model 2300 


350 


It is made of heavy guage steel with at- 
tractive baked enamel finish. Overall set- 
up size is 30” wide, 1842” deep, 30%” 
high. The lower tray can be inverted for 
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use as a shelf. Easy rolling 244” rubber 
swivel casters make this a versatile table 
that can be moved with ease from one 
place to another. Ideal for many office 
machines such as a duplicator, addressing 
machine, movie projector or visible record 
cabinet. The Tiffany Utility Table offers 
stability, portability and minimum vibra 
tion, making it useful in the office, factory 
or warehouse; and in schools, hospitals, 
institutions, shops, shipping rooms, etc 
Available in five popular colors to harmo- 
nize with any color scheme: silvertone 
gray, beigetone, mist green, walnut, dark 
green. For More Information Circle No. 
109. 


BEVERAGE SERVER 


Ebco Mfg. Co., Dept. 2-H, Columbus 
13, Ohio, makes a _pressure-type 
Hot ’N Cold unit, complete with refriger- 
ated compartment and two ice cube trays 


Oasis 


This new Model 5 PR-HC is a beverage 
center for serving instant coffee, hot choc- 
olate and soups. It was designed for offices 
requesting a pressure-type Hot "N Cold 
with added advantages of a refrigerated 
compartment. Like other electric water- 
coolers in the Oasis Constellation Series, 
it has a modern, high-styled cabinet and 
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is finished in desert dawn color tone. For 
free booklet, “How to Cut Coffee Break 
Time in Half,” Circle No. 133. 


ADDING MACHINE 


R. C. Allen Business Machines, Inc., 668 
Front Ave., N.W., Grand Rapids, Mich., 
announces the Ajax Model 605, a 
priced portable adding machine with di- 
rect substraction. It has listing capacity 
of $999.99; totaling $9999.99. Designed 
to fill the needs of smaller-sized businesses 
such as independent contractors, salesmen, 
farmers and small shopowners who com- 
monly keep track of their accounts by 
paper and pencil. This versatile model 
permits adding, listing, subtracting and 
multiplication. Visible answer dials show 
an accumulated total figure at all times 
without any machine operation. A _ sub- 
total key prints on the tape the accumu- 
lated total with the letter “S.” Total key 
prints totals with an asterisk, clears the 
visible answer dials and spaces the tape 
up to tear-off position with one-hand opera- 
tion after an idle stroke. Subtraction 
prints figures in red with a minus sign. Re- 
peat key permits multiplication and repeat 
items either negative or positive. Other 
features that contribute to speed and ac- 
curacy of the machine, and ease and con- 
venience for the operator, include an add- 
speed keyboard that permits an operator 
to enter entire amounts in one operation 
or individually; automatic cipher printing; 


low- 


automatic clear signal that prints with the 
first item to assure machine is clear; cor 
rection key that automatically restores key- 
board to normal; transparent paper knife 
that makes all figures visible without mov- 
ing tape; even-odd keytop formation with 
odd-numbered keys more concave for 
touch identification and operation; 
automatic space-up that moves tape to tear- 
off position with no extra operation, and 
a paper feed wheel and release lever to 
permit adjusting tape The R. C. Allen 
Ajax Model 605 has a compact two-tone 
green case, removable handle and four 
circular rubber feet to prevent machine 
movement when in operation. For More 
Information Circle No. 115. 


faster 


PARTITIONS 


Ferrometal Par- 
tions Div., Milwau- 
kee Stamping Co., 
2532 W. National 
Ave., Milwaukee 4, 
Wis., makes Ferro- 
metal Steel Office 
Partitions, the re- 
sult of intensive re- 
search to perfect a 
line of partitions 
offering highest 
quality construc- 
tion, functional de- 
sign, flexibility and 
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movability both for original installation 
and for later expansion and change. All 
units in the Ferrometal line are com- 
pletely pre-fabricated, ready for easy 
assembly in any desired arrangement. 
Panels, made in three heights (42”, 54”, 
68”) and ten widths, are 134” thick of 
welded slip lock seam construction with 
sound deadening core. Wedge hooks are 
provided to insert in slot in the 16-gauge 
square posts. Post slots not used in as- 
sembly are covered with ornamental 
escutcheon. Channels with rubber strips 
provide for insertion of plate glass, fluted 
obscure glass and fiberglass acoustical 
panels. Accessories include two stirrup 
brackets for wall connection, floor anchors 
for posts at gate openings at end of free 
standing runs, and leveling screws. Ferro- 
metal Office Partitions are finished in dur- 
able, corrosion-resistant, baked-on enamel 
in four most popular colors: mint green, 
desert tan, pearl gray and hunter green. 
The Ferrometal line will be distributed and 
sold through office furniture dealers. For 
More Information Circle No. 137. 


TAB CARD BURSTER 


Standard Register Co., Dayton 1, Ohio, 
introduces the Selec-tronic Tab Card 
Burster, a multi-purpose unit for detaching 
IBM continuous form tab cards with the 


same ease and simplicity with which it 
bursts ordinary continuous forms in any 
of 23 different lengths from 3” to 22.” Ad- 
justment for any of its several tasks is a 
simple matter of twisting a dial indicator 


and moving a lever. Tab cards can be de- 
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tached individually or in pairs and the 
same action automatically removes the 
separator strins. The new machine incorpo- 
rates all the advantages and up-to-date fea- 
tures of existing Selec-tronic Bursters in- 
cluding paper weight adjustment, automatic 
shut-offs, easy and safe loading conditions, 
and forms width adjustment from 3” to 
18-15/16.” An extra feature, soon to be 
available, is a slitter attachment for all 
Selec-tronic Burster models. This will re- 
move up to 144” of marginal trim from 
either or both sides of any one-part form 
and it can be made inoperative when no 
trimming is required. For more Informa- 
tion Circle No. 116. 


DATA PROCESSOR 


Friden, Inc., San Leandro, Calif., makes 
the Selectadata machine which allows 
punched tape to complete entire account- 
ing procedures, from creation of the origi- 
nal document to selection of various com- 
ponents for subsequent analysis. This 


makes possible the automatic selection and 
sorting of data coded in punched tape, 
eliminating conversion to punched cards 
within the area of its code capacity. It 
permits tape to skip through a reader 
quickly and accurately until a preselected 
address code is read. Seven selection keys 
on the front panel of the Selectadata offer 
a choice of up to 127 different address 
codes. When used in conjunction with a 
Flexowriter and Solenoid-Overated Add- 
ing Machine, it becomes a low-cost tabula- 
tor. Cable-connection of the adding ma- 
chine extends Selectadata’s sorting capa- 
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bilities so that totals and sub-totals of 
quantity, price or other numeric factors 
are obtained automatically as a by-product 
of listing selected item classifications. 
Readout on the Flexowriter is automatic 
at speeds in excess of 100 words pet 
minute. A repeat search operation makes 
it possible to perform data processing 
locally, directly from by-products of the 
original punched tape. This has particular 
advantage to smaller firms unable to afford 
large tabulating systems. The machine also 
can serve inter-department areas of larger 
firms to meet such requirements as sales 
analysis and inventory control where on- 
the-spot reports can be prepared quickly 
with relatively inexpensive equipment. 
Item selection in billing or invoicing, para- 
graph or item selection in automatic letter- 
writing, and alternate or pro- 
gram control are accomplished with ease. 
Where limited numeric information, such 
as insertion of month, day and year, is 
required, a manual data selector is in- 
corporated in certain models. A duplex 


selective 


control switch provides for either a single 
item search or a repeat searching operation 
for all items having the same address code. 


Compound searching is possi\sle by inser- 
tion of a stop code in the tape to manu- 
ally initiate a second search for sub- 
classification items. Selectadata also re- 
duces the need for wire transmission of 
detailed coded data. It is possible to use 
identical master Selectadata tapes, at two 
remote locations, containing all variables 
covering a large variety of products. Re- 
duction of actual transmission to address 
codes cuts wire tie-up time and cost. For 
More Information Circle No. 144. 


CARD LISTING CAMERA 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., announces that the 
Kodak Listomatic Camera, which photo- 
graphs tabulating cards in column listings 
on film, is now distributed and serviced 
by Recordak. It has been renamed Re- 
cordak Listomatic Camera. Introduced in 
1955, the Listomatic has found a number 
of applications. It is principally a big time- 
saver in producing parts lists, telephone di- 
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rectories, catalogs, membership rosters and 
credit rating books. One manufacturer 
saves eight weeks between cut-off time and 
delivery of parts lists ready for mailing. 
Names, subjects or other information are 
listed in type along the top of tabulating 
cards and maintained from day to day 


Last minute changes permit cut-off time 
any day of the week without proofread- 
ing delay. To produce column negatives, 
the Listomatic photographs 230 cards a 
minute—up to 690 lines a minute. After 
processing, the film becomes the offset or 
letterpress negative, ready for stripping 
into page makeups. Each card holds from 
one to three lines of type. Extra cards are 
used for folios, headings, dividing lines 
and column cut-offs. The number of lines 
of type determines the number of punched 
holes in the cards which in turn control 
the length of film advanced for each ex- 
posure. Image size on the film can be 
varied from same size as printed on the 
cards to slightly less than half size. List- 
ings are automatically photographed actual 
size or reduced as much as 50%. Varying 
sizes of film in 400-ft. rolls offer column 
widths up to For More Information 
Circle No. 139. 
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PAPER 
CONVEYOR 


Mercury Indus- 
tries, Inc (Con- 
veyor Div.), Dept 
O, Hillsdale, N. J., 
makes the Model 
MG27 Mercury 
Office Conveyor 
which has eight 
lanes for the fast 
transportation of 
individual 
and documents 
from one desk to 
another, or from 
one department to 
another. Each lane 
can be set to move 
in either 
able for 


designed 


forms 


direction and at any speed suit- 
best office work-flow Initially 
to reduce paper handling time 
and costs in reservation work of the air 
transport industry, Mercury Office Con 
veyors are flexible in design and can be 
advantageously to speed inter-office 
forms and messages in any systems pro 
For More Information Circle 


used 


cedure 


No. 170. 


ELECTRIC STAPLER 

Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., announces the S-88 automatic 
electric stapler with pop-out loading. In 
busy offices and shops, reloading staplers 
is a frequent operation. The simpler the 
job of reloading, the greater the saving in 
overall stapling time. Involved procedure 
such as releasing catches to permit hous- 
ings to be raised, pulling out staple heads 
and struggling to release them, is elimi- 
nated in the S-88. The operator merely 
touches a button at the rear of the unit 
and the staple track pops-out the front. 
New staples are dropped into the track 
and stapling resumed immediately. The 
S-88 incorporates many popular, time 
tested features of previous models which 
the company has marketed for many 
years. The machine will drive staples as 
fast as work is fed to it. The touch of 
the paper or other item to be stapled ac- 
tivates the stapling mechanism. No hand 
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or foot controls are necessary. Fast, split- 
stapling is assured by a simple, 
perfected single contact control. The Sta- 
plex S-88 operates on the solenoid prin 
ciple. Since there is no motor, there is 
no set time cycle, no motor hum. Because 
the S-88 electricity only when the 
machine is actually activated, it will not 


second 


uses 





wear out as fast as a motor-driven ma- 
chine. Simplicity of design insures service- 


free operation. Unit weighs about 7 Ibs. 
and is easily portable. It plugs into any 
AC outlet. Ideal for use with collators. 
duplicating equipment and similar office 
machines. The company states that the 
price of the S-88 is much lower than any 
completely automatic machine previously 
offered in the Staplex line. For More In- 
formation Circle No. 101. 





CASH REGISTER 

Regna Cash Registers, Inc., 175 Fifth 
Ave., New York 10, N. Y., announces 
the electric Regna Cash Master, an adding 
cash register which automatically pro- 
duces an itemized, numbered and dated 
receipt bearing the using company’s name. 
An audit control tape, locked inside the 
machine, shows detailed data on the day’s 
cash and credit sales, payments on ac- 
count, expenses, taxes, tax free sales, num- 


ber of customers, merchandise 
and sales by different clerks. Every 
amount, received or paid, is registered. 
Total sales for day, week or month, can 
be seen by opening a locked control. 
There is a correction key, and a repeat 
key for convenient inventory work. Port- 
able cash drawer, which can be placed 
in a safe at night, has a removable and 
interchangeable coin till. An emergency 
handle allows machine to be used during 
a power failure. For More Information 
Circle No. 181. 


types of 


REINFORCED DUPLICATING 
PAPER 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., announces that 20-lb. white 
bond, mimeo and duplicator papers for 
ring binders, with the binding edges rein- 
forced with Dupont’s Mylar polyester film, 
toughest of plastic films, have been added 
to the Aico Rip-Proof line. The Aico rein- 


144 


forcement of Mylar triples the life of the 
binding holes and prevents the punched 
holes from wearing, tearing, ripping or 
pulling through. Mylar is thinner, only 
1/1000” thick, and less bulky than paper, 
cloth or metal reinforcement, yet the Rip- 
Proof Sheets cost less. Aico’s line is suited 
for use on all makes of stencil, gelatin, 
spirit and offset duplicator machines, feeds 
perfectly on both hand and automatic 


Shects 


For RING BINDERS 
| | 20 tb. WHITE BOND, MIMEO, DUPLICATOR 
| | Binding Edges Reinforced With MYLAR 
® | Triples the Life of the Binding Holes 














as | 





In comparative tests, ordinary 
ring binder sheets of 20 Ib. white bond, 
mimeo and duplicator papers, with the 
binding edges reinforced with metal, cloth 
or paper, pulled through the metal bind- 
ing rings at 6 to 14 Ibs. pressure. Aico 
Rip-Proof Sheets required 18 to 22 Ibs. 
pressure. Available in white bond, mimeo 
and duplicator papers, 20 Ib. stock, in 
all standard ring binder sizes, in ream 
boxes. For free samples, prices and easy 
test-it-yourself directions, Circle No. 152. 


equipment 


LETTER OPENER 


Martin Yale Inc., 2100 W. Fulton St., 
Chicago 12, IIL, announces the Auto- 
Opener, an automatic letter opener which 
operates quietly and quickly on AC cur- 
rent. It has completely enclosed cutting 
heads which open any envelope, of any 
weight or thickness. Machine is complete 
with a separating bin which stacks opened 
envelopes and separates scrap. It is fully 
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guaranteed, occupies only 9” x 12” of desk 
space and all electrical components are 
U. L. approved. Finished in gray wrinkle 
and satin-finished chrome, styled by indus- 
trial designer Robert Solomon. Machine 


operates quietly because its operational de- 
sign has eliminated gears. With a capac- 
ity of between 400 and 500 envelopes per 
minute, the Martin Yale Auto-Opener, 
complete and ready for use, sells for only 
$99.95 plus federal excise tax. For More 
Information Circle No. 131. 


SPIRIT MASTER UNIT 


Standard Duplicating Machines Corp., 
Everett 49, Mass., announces Miraclean 


units which have a clean 


spirit master 
white edge on all four sides. The face of 
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the unit also is specially protected. There 
is nothing to soil the hands of typist or 
duplicator operator, since the carbon is 
framed and covered with clean paper with 
no carbon dust on any part of the unit. 
Standard Miraclean Units are made in 
purple and black, 84%” x 11”, for use on 
any fluid (spirit) duplicator. For a free 
sample Standard Miraclean Unit, Circle 
No. 105. 


POSTURE CHAIRS 
Badger, Inc., King at Front St., La 
Crosse, Wis., announces that the Model 
1020 Luxco Swivel Arm Chair and the 
Model 3165 De Luxe Secretarial Posture 
Chair are the most popular models in the 


new Luxco chair line. These chairs have 
stamped, one-piece, undercoated, _ steel 
bases with ball bearing casters and stainless 
steel scuff plates; steel seat pan with foam 
rubber and elastic Naugahyde upholstery. 
For More Information Circle No. 125. 


PHOTOCOPY PAPER 


Hunter Photo-Copyist, Inc., 42 Spencer 
St., Syracuse 4, N. Y., makes HeccoStat 
matte surface paper which is said to give 
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a quality of reproduction heretofore only 
possible with Baryta coated paper. This 
photo sensitized paper has been thoroughly 
tested in the laboratory and in the field 
under everyday working conditions. It has 
one of the fastest emulsion or exposure 
speeds, also extreme emulsion contrast re- 
sulting in photocopies of the highest in- 
tensity of black and clearness of white. 
This consistently effects perfected prints 
in less time. Exposure speed is not critical, 
so there is less waste of material. The 
hard surface of this matte paper is said to 
give a sharpness of image and hold a 
definition of line that previously was not 
available. The surface is said to have a 
good tooth; takes pencil very well, ink of 
all kinds, watercolor, oil color and air- 
brush for wash tones. The paper works 
well with any standard photographic de- 
veloper used in standard type cameras. 
Intense deep blacks can be obtained with- 
out danger of fogging whites in the copied 
image. HeccoStat is also available in sur 
faces such as semi-gloss 80 gram (0.004) 
Baryta coated, 55 gram thin (0.03) 100% 
rag, vellum 100% transparentized and 
single weight glossy orthochromatic (0.06) 
For More Information Circle No. 175. 


HAND DUPLICATOR 


Royal McBee Corp., Port Chester, N.Y., 


announces the McBee Handiprinter, a 
portable, spirit duplicator for reproduction 


of fixed information such as names and 
addresses. It is widely used in accounts 
receivable for heading statements and 
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addressing envelopes. An aperture Key- 
sort ledger card acts as the duplicating 
master. The Handiprinter serves additional 
purposes other than accounting routines. 
Small loan organizations use it to speed 
up mailing of past-due notices. Promo- 
tional activity to customers is also served. 
When a Keysort ledger card is used, such 
promotional activity can be guided on a 
selective type of customers 
with good credit ratings. In all uses time 
is saved, errors of misspelled names and 
incorrect addresses are eliminated. For 
More Information Circle No. 172. 


basis, as to 


FILE CABINETS 


Acme Sales Co., Div 
cquipment Co., 6811 Rising Sun Ave., 
Philadelphia 11, Pa., makes the Quaker 
line of filing cabinets which feature sturdy 
construction for long performance life 


of Peerless Steel 


Extra rugged construction features are 
claimed to make this line equal to grade-A 
quality at below grade-A prices. The line 
offers nine models of letter, legal, docu 
ment and check files, and combinations of 
card files. There are three models of 
counter-height vertical files and three styles 
of desk-high file cabinets. All are com- 
pletely welded units. For More Informa- 
tion Circle No. 120. 
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from 1 to 500 pages, the 
way you want it—the 
instant you need it. 
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Mail Postage-Paid Air-Mail 
Card Today for Free Book 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING” 


Now—with this remarkable new GBC 
system you can quickly, bind in profes- 
sional style manuals, price lists, presen- 
tations—in fact, anything typewritten, 
duplicated or printed from 1 page to 500 
pages. You can bind one book or as 
many as you need—twhen you need them 

with any type of cover material—in 
your choice of striking color plastic 
bindings. You can create your own 
modern prestige-building plastic bound 
books. Every page lies perfectly flat, 
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ee 
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General Binding Corporation 
1101 Skekie Highwey 


OTHER MODELS 
AVAILABLE FOR 
EVERY SIZE 
OPERATION 


model 12-D 


binding machine 


without wasted space, without hidden 
gutters. You can do all this at sur- 
prisingly low cost—in your own or- 
ganization with no skill or experience 
required. 


The GBC system is used and approved 
by thousands of large and small organ- 
izations alike. A complete range of power 
and manual operated mode's are avail- 
able to fit the requiremeni of every size 
operation. 
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This handsome, elaborate free 
book, “Manual of Modern Plastic 
and Loose Leaf Binding” is waiting 
here for you. You, as well as every 
executive member of your staff, 
should read this idea stimulating 
report on plastic binding. It illus- 
trates the many advantages of a 
GBC Binding System in your Or- 
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ganization. It explains completely 
the 1001 applications that will save 
time and money and increase the 
efficiency of your business as well 
as add prestige and readership to 
all printed material. Send for your 
free copy today. The supply is 
limited! 
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STENO POSTURE CHAIRS 


Milwaukee Metal Furniture Co., 101 N. 
Campbell Ave., Chicago 12, Ill., makes a 
new series of stenographic posture chairs 
of which the M-25PB is illustrated. Made 
with both single and double post backs. 


Outstanding feature of this chair series is 
that they have one-piece, molded plastic 
fiberglass bases with no internal or ex- 
ternal metal reinforcing parts. The grace- 
fully designed base has no rivet or bolt 
heads to mar its smooth appearance. Cost 
of chairs is very littke more than those 
with tubular steel bases. For More In- 
formation Circle No. 126. 


PHOTOCOPIER 


Kwik Kopy Co., Dept. 0-1, 


Dearborn St., Chicago 5, Ill., announces 
the B-4 Kwik Kopy photocopier which 
will make transparencies for overhead or 
slide projectors from flat artwork, paste- 
ups, magazines, bound books and all types 
of printed or written materials. Machine 
can be used in brightly, or fluorescent, 
lighted offices, with a filter coated negative 
paper. Perfect copies can be reproduced 
from pages in bound books because only 
the page being copied is inserted on the 
copy glass. This assures even pressure 


608 S. 


< For More Information Circle No. 190 


on the entire page. Operator performs 


two operations at one time for fast pro- 
duction. While a copy is developing, the 


next copy is being printed. Transparencies 
are made easily, quickly and at low cost; 
and can be colored or toned as desired 
For More Information Circle No. 171. 


READING LINE-GUIDE 


Kee Lox Mfg. Co., Rochester 1, N. ¥ 
announces the Check-a-Line Guide fo! 
proofreading tabular text material. This 
is a 8%” x 1%%” metal rule with a roller 
in its center. It is laid on any typed or 
printed material, parallel to and just below 


any line. By touching the roller, the rule 
moves from line to line, always staying 
parallel to the material being read or 
checked. Rule moves desired distance, up 
or down, and it will last indefinitely. The 
Check-a-Line Guide costs $1.50. For More 
Information Circle No. 151. 








OPEN SHELF FILE UNITS 


Record Files, Inc., Wooster, Ohio, makes 
R.F.I. open shelf file units designed for 
expansion planning. Multiple unit installa 
tions are created from individual file units 
which feature R.F.I.’s exclusive inter- 
locking construction. Anyone can custom- 
tailor a file installation to overcome diffi- 
culties such as low ceilings, irregular 
shaped file rooms, offset walls or the lack 


of adequate filing space. Future expansion 
is simply a matter of inserting additional 
basic units. Among the many construction 
features are its fabrication from 22-gauge 
steel, with the load carrying bottom of 


20-gauge steel. The Positive Lock Com- 
pressor operates on a track the full length 
of the file unit. Divider tabs are con- 
structed to prevent their accidental with- 
drawal when removing records. Accessor- 
ies include a portable work shelf which is 
easily attached to any unit. Base units are 
available with leveling adjustments if de- 
sired. Made in letter and legal sizes, the 
units can be combined to go as high and 
as wide as desired. For an _ illustrated 
brochure containing full specifications, 
Circle No. 128. 
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MACHINE PRODUCTION 
RECORDER 


Moses Electronics Co., 330 Locust St., 
Hartford 1, Conn., announces the Con 
rrol-Ear Model CM-X Time Teller, which 
automatically measures only the actual 
productive time of any office machine from 
a standard typewriter and smallest desk 
top calculator to the largest automatic 
computer. Non-productive time is. auto- 
matically feature of all models 
in the Moses line of time recorders. Oper 
ation takes place through the direct vibra 
tion Con-Trol-Ear Pick Up which simply 
tapes to any convenient external 
of the machine to be measured. No in 
ternal machine 
required. Remote location is possible. The 


erased, a 


surface 


electrical connections are 


unit facilitates the posting and analyzing 
of time study reports and surveys. It pro- 
vides a method of measuring externally the 
actual productive time of tabulating, ac- 
counting, card sorting, key punch and other 
office machines. The Model CM-X is 
available alone or with the Record-O-Chart 
which plugs into the CM and records the 
exact time of day (or night) that produc- 
tion is taking place. The CM-X requires 
no attendant, is fully guaranteed and priced 
at $100. For More Information Circle No. 
123. 
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RAYMOND LOEWY, world-famous industrial designer, explains: 


“A beautiful product has a promise 


“Its performance must match its beauty. We apply this princi- 
ple as much to the papers we use as to the products we design 

“Naturally we want the visual beauty and crispness of cot- 
ton fiber paper in our business letterheads. But its strength 
and permanence are important to us in drawing, tracing, and 
record-keeping papers as well.” 

‘Tough, flexible cotton fibers, crafted with traditional skill 
and specialized machinery, create papers ot balance d quality. 
Papers that perform as handsomely as they look and feel in 
business and social stationery, onion skins index, ledger, draw- 
ing, tracing and blue print papers. 

For practical reasons... as well as prestige... make sure 
the papers you use are made with cotton fiber—25© minimum 
up to 100% in the finest grades. 

Cotton Fiber Paper Mar 


BETTER PAPERS ARE MADE WITH COTTON FIBER 
LOOK FOR ‘COTTON’ OR" RAG" IN THE WATERMARK OR LABEL 
For More Information Circle No. 387 
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ScorTe 


BRAND 


810 Permanent Mending Tape Se 
practically disappears on pe 


contact with paper! ane Mande 


Now mend pages, splice in revisions, or make 
attachments the modern way. Next-to-invisible 
“ScoTcH”’ 810 Permanent Mending Tape has 
a new dull finish surface that prevents dis- 
tracting reflections . . . and it never darkens, 
cracks or bleeds adhesive. Does a neat, per- 
manent repair job in seconds. You can write 
on this wonder tape, too! Order several rolls 
from your supplier today! 


Minnesota TVMiinine ano TVIAnuracturinG comPANyY 


NY 
os WHERE RESEARCH 1S THE KEY TO TOMORROW 


=~ 


For More Information Circle No. 202 
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PERFORATED-CHARACTER 
READER 


Cummins-Chicago Corp., 4740 N. Rav- 
enswood Ave., Chicago 40, Ill., makes the 
Perf-O-Reader which reads legible perfo- 
rated numbers and translates them into 
any form of machine language. It serves 
as input for computer systems, tape-to- 
card punch machines, transceivers and 
electronically actuated printers, listers and 
calculators. The Perf-O-Reader will han- 
dle inventory tickets, installment payment 
coupons, insurance premium advices, case 
work tickets and other routine coded 
documents. In accounting methods, it is 
the automatic device for transmission of 
data from all perforated documents to 


electronic data processing equipment. Per- 
forations are easier to read than printed, 
written or magnetic characters. Perforated 
characters permit visual as well as me- 
chanical reading of coded information. 


Chis eliminates the separate operation of 


interpreting each source document. The 
Perf-O-Reader can be adjusted for docu- 
ments of different sizes and thicknesses. 
A control panel permits programming as 
many digits as desired. Irregular informa- 
tion can be keyed-in by programming the 
machine to stop at any desired point in 
the reading. The operator then inserts the 
information via the Perf-O-Reader key- 
board. Invalid perforations and double 
feeds automatically stop the machine be- 
fore reading to protect against error. The 
Perf-O-Reader does not depend on exact 
placement of characters or exact dimen- 
sions of the documents. Since the edge of 
the paper does not govern registration, 
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TYPEWRITER A 
1m 4d 


ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


NO MESSY LIQUIDS 
fo remove nail polish, 


spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear, 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
-. ©. BOR 4a 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 237 
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"arso 


King Cotton Papers 
for better stationery 


When confidence and prestige 
in business correspondence are 
important, letterheads are care- 
fully designed—usually on better 
papers made from cotton fiber. 
It is not surprising that Parsons 
King Cotton Bonds are often 
preferred for better look and 
“feel,” which can imply “your 
word is as good as your bond.” 


AYSONS 


KING COTTON 


WRITE ON YOUR BUSINESS LET- 
TERHEAD FOR THIS NEW PORT 
FOLIO OF LETTERHEAD DE 
SIGNS NO 4l PARSONS 
PAPER CO .HOLYOKE, MASS 
© PPCO 1958 


For More Information Circle No. 236 


most roughly handled documents can be 
accurately read without special treatment. 
Simplified check-out of machine function 
is provided by a small oscilloscope. For 
More Information Circle No. 141. 


DIGITAL PRINTER 


Potter Instrument Co., Sunnyside Blvd., 
Plainview, N. Y., makes the Model 3260, 
a very high speed, alphanumeric, digital 
printer featuring reliability, compactness 
and versatility. The printer’s completely 
transistorized circuit modules are housed 
in a compact package with the print me 
chanism, suitable for desk or rack mount 
ing. It can print more than 400 digits o1 
characters per second and may be con 


nected to most data producing sources 
with little modification. Associated equip 
ment makes the printer applicable to any 


printing requirement. Can be supplied 
with up to 40 columns of numeric or 
alphanumeric characters and capable of 
printing at speeds of 20 lines per second 
for alphanumerical applications. Printing 
is normally done on multiple copy fanfold 
paper. A minimum of moving parts, elimi- 
nation of mechanical linkages and use of 
stellite type faces assure maximum reliabil- 
itv of printing mechanism. A selection of 
up to 63 characters are available including 
alphabetical, numerical and special symbols 
in any desired combination. Standard tele 
type characters can be furnished. For 
More Information Circle No. 122. 
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Easier, more accurate punched-card controls... faster management reports! 


on 





. a 


New Keysort Data Punch 
imprints and punches 
in a single operation 





Conveniently located to serve such 
varied applications as labor con- 
trol, sales and order analysis, 
maintenance control or costing, 
Keysort Data Punch simultane- 
ously imprints and code-punches 
production or sales information 
(such as—in labor control — work 
center, order and operation num- 
ber, clock number) onto easily- 
sorted Keysort punched cards. Far 
faster, more legible than hand- 
written records. Compact, rugged, 
error-proof, the Keysort Data 
Punch speeds cards direct to ac- 
counting . . . makes possible com- 
plete, accurate compilation of 
earlier management reports. 
Learn how Keysort Data Punch 
—in conjunction with Keysort 
punched cards —can today speed 
to your desk the timely reports 
necessary for true modern man- 
agement control. The nearby 
McBee man will be glad to demon- 
strate the Data Punch’s exclusive 
advantages. Phone him or send 
coupon for illustrated folder. 


MCBEE 


KEYSORT DATA PUNCH 
ROYAL MCBEE Corporation 
Port Chester, N.Y. 

In Canada: The McBee Co., Ltd., Toront« 


To: Keysort Data Punch 
Royal McBee Corp., Port Chester N.Y. 
Please send me complete information on 
the Keysort Data Punch. 


Name 





Title 














PTTTrrrrrerritte ttt 


More Information 
Circle No. 196 
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RICHARO BE 


wSenhe SER" REPRODUCTION BLACK P69 


7 
a) oe) om 








REPRODUCING BALLPEN 


Richard Best Pencil Co., Springfield, 
N. J., makes the P-69 Reproduction Black 
ballpoint pen with a specially formulated 
black ink for reproduction work. This ink 

on all types of office 


clear ly 
machines. Special ink and 


stainless steel ball 


reproduces or 39 cents per 


feed 


Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


copying 


Nine stock com- 
binations, all at 
one low price! 


cas et ON 
re 

ampressiom \ 
e 


78 | 


a 


— 
a 


\ Focsimn'! 


1 3456 


& CO., Incorporated 


"216 Nichols Ave.: 
Brooklyn 8, N.Y 


Sales Offices: NEW YORK « CHICAGO e SAN FRANCISCO. « MONTREAL 


r More Information Circle No. 244 


Tit 


of the ink and eliminates leakage 
are packed in cellophane sealed packages 
of six pens and sell for $2.35 per package 
pen 
For More Information Circle No. 107. 


flow 
Pen 


assures an even 


Fully guaranteed 


LEATHER 
PROTECTOR 


Arnold Leather 
Products Co., Box 
133, Cleveland 21, 
Ohio, makes Re- 
[fan-Er which pro- 
tects genuine 
leather from de- 
terioration. It pre- 
vents hardening, 


€&> 


clAN 


mildew, 
of 
loss of 


cracking, 
rotting, 

color, and 
lustre. Just spray 
it on — nothing 
more is necessary. 
It not oily o1 
greasy, yet restores 
the natural oils 


loss 





1S 
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Circle No. 196 


What’s going on 


behind 
Bill’s door? 








The Marchant calculator demonstration Bill Harvey asked for 
..to see for himself how much time it will save on his figurework 


A Marchant is the ideal calculator for Bill’s business. 

A Marchant speeds figurework by delivering answers faster, 
with complete assurance of accuracy, and with remarkable ease 
of operation. These are the unique benefits of Marchant’s exclu- 
sive proportional-gear mechanism, which operates smoothly 
throughout the calculating cycle. No continual jarring start and 
stop; utmost dependability, longer life. 

Together, the speed, accuracy and dependability of Bill’s 
Marchant will make it one of his most profitable investments. 


MARCHANT caLcucaroRs. nc 


You may have the Marchant Man arrange to demon- 
strate a Marchant calculator on our own figurework. 
Absolutely no obligation on our part. 
High Speed - Please send me free descriptive literature on Mar- 
Automatic > il chant calculators 
Marchant ‘ 
Figurematic 





Modern Management Counts on Marchant 


For More Information Circle No. 381 
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its new ADP order-billing-shipping system 





The Company's original method involved 
manual calculating, writing, checking 
and copying operations in various depart 
ments during normal order processing 
Whenever changes were incorporated, the 
entire order was reprocessed. Cards were 
manually key-punched, making secondary 
controls necessary. 





Automated Data Processing eliminated 
these disadvantages. It provided faster 
processing, machine calculation, accu- 





racy. and cost control with a minimum of 
manual operations 


The new ADP system uses a 9-part Moor 
Produc tion-Acknow ledeme nt Shipping 
Order as the initiating form. The Order 
is typed on an IBM Typewriter Tape 
Punch which automatically produces a by- 
product punched tape for conversion to 
punched cards. The cards prepare all 
subsequent records...including the In- 
voice and Statement. 





The Moore man, using Moore facilities, 
helped the Company’s systems men in the 
scientific design and construction of the 
forms that fit the Automated Data Proc- 
essing system. The Moore forms are: a 
9-part Speediset Production-Acknowledg- 
ment-Shipping Order; an 8-part Speediflo 
Invoice Form; a 2-part Continuous NCR 
Statement; an 8-part Continuous Margi- we agi ge pda cota 
nal Punched Stock Goods Order-Invoice. I tyes 


letterhead to the Moore Office nearest you 


MOORE BUSINESS FORMS 
Inc 
NIAGARA FALLS, N.Y. +* DENTON, TEX. + EMERYVILLE, 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
ind factories throughout Canada, U.S., Mexico, Caribbean and Central America 


For More Information Circle No. 264 
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and brings back the original finish. One 
application gives over a year’s protection. 
Re-Tan-Er has a 12-year successful service 
record in the care and preservation of 
genuine leather in the office furniture field. 
4 16-0z. Aerosol container of Re-Tan-Er 
retails at $5. For More Information Circle 
No. 130. 


DESK MOVER 

Geerpres Wringer, Inc., P.O. Box 658, 
Muskegon, Mich., makes the Des-Kart 
which takes the work and strain out of mov- 
ing heavy, bulky desks and similar office 
furniture and equipment. By making use of 
proven scientific principles of mechanics, 
the Des-Kart allows the frailest secretary 
to move and lift desks. The Des-Kart 
proves a valuable aid in moving office 


equipment when cleaning and _ polishing 
floors. Two identical units make up the 
Des-Kart. Each consists of a chrome 
plated handle, adiustable hardwood sup 
port block and heavy duty ball bearing 
To use the Des-Kart, the support 
blocks are adjusted to about above 
the bottom of the desk or similar object 
to be moved. The unit is then inclined 
to slip the support block under the desk. 
The handle is then lifted to a vertical posi- 
tion which lifts the end of the desk off the 
floor without effort. This procedure is 
repeated on the opposite end of the desk 


casters. 
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HERE’S THE POINT OF A 


CROSS 


\ 


|| 
bal ti 











ChOSS 


mast apprecated 
ad business 
on pewonal guts 


Your Choice of Pens or Pencils 
12 KT. GOLD FILLED 
$6.00 ea. plus tax 
$12.00 sets plus tax 
IN LUSTROUS CHROME 
$3.75 each 
$7.50 sets 


Write for 
Business 
Cife 
Booklet 


A.T. CROSS OMipany 


FIFTY THREE WARREN STREET 
PROVIDENCE 7, R. 1, USA 
For More Information Circle No. 282 


GENUINE “ENGRAVED 
LerrerrleAds 
DIES ano PROOFS Cy OO ‘For 


: —~ 1000 
Goruine BUSINESS CARDS 
500 $11 ¢ 1000 $15 ALG tia 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 














For More Information Circle No. 283 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES + OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 


Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agunsies 


Write for Complete Catalog 


STENCIL FILES CORP. 


6716 Westfield Ave., Cleveland 10, Ohio 








158 


For More Information Circle No. 263 


to make the desk completely mobile, 
rolling easily anywhere desired. A safety 
strap is supplied to tie the handles of the 
Des-Kart together if desired. This helps 
prevent accidentally dislodging the desk 
Rubber strips embedded in the support 
blocks also make sure the desk stays in 
place on the Des-Kart. For More Informa- 
tion Circle No. 156. 


VISUAL CONTROL BOARD 


Methods Research Corp., 442 Mosel 
Ave., Staten island 4, N. Y., makes a 
magnetic board for visual control of office 
and production operations. This Magne 
trol board is of magnetic steel which firmly 
holds to its surface the visual elements 
needed for any systems now in use. Avail 
able are Alnico magnets of various colors 
and sizes, magnetic cardholders, support- 
ing units for pictorial presentation, tape 


Pan 


eee PRODUCTION CONTRO| fauna 


for maps, charts and graphs, graph papers, 
plastic bars, identification Stickers and 
magnetic arrows. All magnetic elements 
are guaranteed forever. Constructed of 
magnetic steel bonded to Masonite, board 
measures 24” x 36”. It is finished in office 
gray and framed in polished aluminum 
Recommended for use with production 
schedules, sales records, management con 
trol, graphs and charts, service schedules, 
inventory control, warehouse records and 
traffic control. For a free illustrated book 


let, Circle No. 114. 


NON-EVAPORATING GLUE 
UHU Products Corp., 820 Greenwich 
St., New York 14, N. Y. offers UHU All- 
Purpose Concentrated Glue to reduce 
waste, cut costs and insure quicker, more 
dependable adhesion on every known mate- 
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: ‘ 


NOW-INSTANT COPIES 
FROM BIGGER ORIGINALS 


twice as fast 
as other 
photocopiers 


the new 


CORMAC 
CORONET 


7 | takes copy up to 18 wide by any length 





The Cormac Coronet is the only high-speed 
photocopier with 1834 inch throat—full news- 
paper width plus 334” to spare for easier han- 
dling. And on length... no limit whatsoever. 
Takes smaller sizes, too—up to 2500 standard 
814" x 11” originals in one eight-hour day 
With Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail. 

Built with the same precision and styling that 
have won acclaim for other Cormac models 
everywhere. Carries the same lifetime guaranty. 


For a free demonstration in your office mail 
coupon today. No obligation, of course. 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Ave., New York 11,.N.Y, ORegon 5-9310 


Engineered for High-Speed Copying in 
Volume 


Operates Under Any Light Conditions 


Other Models, Including the Nation- 
ally Famous Corvette, From $189. 


rt Ke eK ww ew ewe ew ee eee eee 


CORMAC PHOTOCOPY CORPORATION pent. 72, 
80 Fifth Avenue, New York 11, N. Y 

I would like to see the Cormac Coronet per- 
form in my office on my own work. Please 
have the nearest Cormac dealer contact me 
to arrange for a demonstration at my con- 
venience 

Name 


Address 


City ° ° eee -. St 


y tate .. 


i 
! 

I 

i 

1 

1 

’ i 
Company 1 
1 

! 

— 


ee 


For More Information Circle No. 376 
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rial. Containing a full 82.3% chemical PHOTOCOPY DESK 
solids content, UHU will not dry out, 
grow brittle or evaporate even if the tube 
is left uncapped. In addition, UHU Glue 
is permanent, colorless, non-staining, water- 


Ampto, Inc., Newton 6, N. J., manu 
facturers of more than a dozen types of 
transfer papers and films for photocopy 


ing, announces addition of the Ampto 
proof and resistant to heat, cold, chemi- 


cals and atmospheric changes. Free of 
alcohol, UHU eliminates paper-wrinkling 
and promises a _ longer-lasting hold on 
wood, metals, fabrics, leather, celluloid 
and plastics, among other materials. Highly 
concentrated, it goes three to four times 
as far, to offer quantity users. greater 
gluing action than previously. Used by 
production men, film editors, draftsmen 
printers, display craftsmen and _ collators, 
UHU Glue is equally economical for 
general office mounting, mending, attach 





ing and pasting. Ready for instant use, 
fast-setting UHI Glue is packaged in 
tubes from .4 to 4.0 ozs. and sold in) Copy Desk to its line. The unit, which 
quantities to serve both the smaller office — sells for $39.50, is of all metal construc 
and the larger plant. For More Informa- tion. Its legs adjust automatically to com- 
tion Circle No. 146. pensate for floor unevenness. Finish is 


SAVE GOK 
filing floor space 


with VERTI-FILE 


Your most effective way to gain floor space and save rent is with 


vertical filing by modern Deluxe Verti-Files. In a 250,000 file 
folder file installation, old-fashioned drawer files occupy 1,704 
sq. It floor space, but Deluxe Verti-Files use only 754 sq. It 
Compact Deluxe Verti-File is free-standing, rigid shelving by 
America’s leading boltless steel-shelving maker. Call your nearby 
Deluxe dealer (see yellow pages) or write for Catalog 416 


DELUXE METAL FURNITURE COMPANY, Warren 18, Pa. 
1 Division of Royal Metal Manufacturing Company 


TD |-B; | Ts] U |x |e: 


For More Information Circle No. 246 
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IT’S THE CROSS BETWEEN |: 


today’s most 


efficient and economical 


The Venus Velvet ball PEN «cil is 
today’s number one writing tool. 
Combines best features of pencil and 
pen « light “‘feel’’ of a pencil « finest 
ball mechanism «+ writes on any 


VENUS + 
velvet | 
ball PEN: cil® 


VENUS VELVEI 


ball 








THE PEN AND THE PENCIL 


writing tool for the office 
normal surface + ink supply lasts 
longer « Nothing to twist, turn. Five 
styles for every writing job. 29ce—39c 
each. Less by the dozen. Order from 
your stationer. 





MAIL THIS FREE TRIAL COUPON 
| Venus Pen & Pencil Corp., Hoboken, N. J. 


Please send a Venus Velvet ball PEN cil 
sample to me at no obligation. 


Address 


| 
| 
| 
| Company Name 
| 
| 
| 


For More Information Circle No. 38 
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12 years of 
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1957 


GROWTH 


Why ? 


@ precision custom forms 
@ fast stock form service 


@ forward looking distributors 


CLARKSON 


PRESS INC. 


our only product...the 
FINEST tabulating forms 


NATIONALLY DISTRIBUTED 











For More Information Circle No. 238 
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baked hammertone gray. In addition to 
a 16” x 30” work surface, the Copy Desk 
has 914” x 16” shelves at either side to 
hold papers and film, collating racks, etc 
The unit is designed for use in office photo 
copying work, engineering, duplicating and 
printing departments. For More Informa- 
tion Circle No. 102. 


BULK DRINK VENDORS 


Glascock Bros. Mfg. Co., Muncie, Ind., 
makes Glasco vending machines which 
serve cold milk, flavored milk and pre- 
mixed chocolate shake drink with a milk 
base. All drinks are served at a tempera 
ture of 32-33 All, including plain milk, 
are aerated between the bulk tanks and 


Serve Yourself 


ki 


the cup during dispensing, which improves 
the flavor. The Glasco vendors, originally 
developed by Mr. Robot, Inc., have been 
subjected to more than three years of 
research, development and _field-testing 
Simple and foolproof in design and con- 
struction, they eliminate all problems en 
countered with bottles and _ individual 
cartons, such as accident hazards, sanita- 
tion, leakage and wax deposits. The re- 
frigerated cabinets, lined with stainless 
steel, meet health department standards 
and have been approved by local health 
officials in 36 states. The stainless steel 
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FACIT... the calculator that speaks for itself 


This is the 10 key FACIT ROTARY CALCULATOR. 
And its performance speaks for itself. FACIT 
figures faster than any printing calculator. It 
proves your figures by automatically listing the 
factors of each calculation on easy-to-read dials. 
No paper roll installations necessary. FACIT 
saves time —anyone can learn to operate it in 
just a few minutes. Cost less too! Let FACIT 
be your calculating spokesman. Multiply, divide, 
add, and subtract —with only ten keys and the 
five fingers on one hand. 


404 Fourth Ave. New York 16, or FACIT 
235 Montgomery St., San Franciso INC. 


FACIT CALCULATORS ¢ FACIT TYPEWRITERS 


For More Information Circle No. 266 
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Auto-typist hits letter typing right on the button 


Push-button automatic typing is bringing au- 
tomation to the handling of office correspond- 
ence. Now typists push buttons instead of 
keys, and Auto-typist machines take over and 
do the typing. They do it in marvelous fash- 
ion, too—turning out letters at 2% times the 
speed of the fastest typist— neat, erasure-free, 
error-free letters that are as personal as your 
signature. 

Well over half of general office correspond- 
ence is routine —or can be standardized. Sales 
letters, order acknowledgements, answers to 
inquiries, and collection letters are only a 
part of the correspondence that can be han- 
dled faster, easier, and more economically by 
Auto-typist. One typist can turn out 100-125 
letters each day with an Auto-typist—3 to 4 
times normal manual typing output. 

How Auto-typist works—Precom- 
posed letters and paragraphs are 
perforated on a wide paper roll. 
This perforated roll operates the 
typewriter keys. As much as 250 { 
lines of copy can be stored on one 
roll. Twenty to thirty complete let- 
ters can be prepared, or a series of 


paragraphs which can be combined to make 
up dozens of letters. 

Salutations are manually typed. Then, by 
pushing the button or buttons that correspond 
to the letter or paragraphs desired, Auto-typist 
automatically picks out the letter wanted, or 
assembles the paragraphs in the order desired, 
and types each word as if it had been done by 
hand. Manual insertions of personal or vari- 
able data can be made in any part of the 
letter. 

Present users include banks, manufacturers, 
insurance companies, hotels, publishers, re- 
tailers, fund raisers. Applications range from 
general correspondence typing to specialized 
uses such as new account promotional letters. 
The complete story is yours for the asking. 
Just write us on your letterhead. 


: For More Information Circle No. 325 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. e MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE TYPIST 








cup port is removable for sanitizing, and 
disposable dispensing tubes insure com- 
plete sanitation. Each vendor holds two 
S-gal. or two 10-gal. cans of product. 
Product tanks are refrigerated in vending 
position by a '4-hp Tecumseh refrigeration 
unit. As many as 380 drinks are served 
between re-stockings. Operators of the 
vending machines report many advantages, 
such as speed and ease of loading, shorter 
clean-up time and more profit because of 
the lower cost of the bulk product. The 
usual size drink served is 8 ozs. but vendor 
mechanism may be adjusted to serve any 
size of drink at any price. Accurate 
volume control and positive electro-mech- 
anized counters provide switching to re- 
tank. Measuring 3414” wide, 27” 
deep, 69” high, the vendors have an elec- 
trical control box, quickly removable as 
a unit for replacement instead of repair, 
containing all controls and relays; a Lily- 
Tulip cup separator; National Rejector 
coin changer mechanism; splash-free dis- 
pensing pump; sold-out and anti-jackpot 
protection against failures of refrigeration, 
cup separator or dispensing pump. For 
More Information Circle No. 158. 


serve 


DRAFTING PEN 
Div., General 
Corp., 2 Corliss Lane, 
N. Y., announces the 
capillary-controlled 


Ozalid Aniline & Film 

Johnson City, 
Riefler Grafika 
drafting pen which 
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permits use of ordinary ink on any draw- 
ing surface. It will draw a line in excess 
of 1,000 ft. without refilling. Rubber-base, 
fountain pen, colored or India inks, and 
watercolors can be used with the Grafika 
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HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 
The 
being offered by 


Designed for 


first and only one of its type, is 


Business Electronics Inc 
inexperienced people, it is 
firn 


similar to a course members 


developed and are teaching at a large 
University. Students art taught to develop 
and program 


ness problems such 


busi 
Accounts 


electronic systems for 
as Payroll, 
Receivable, Inventory Control, et 


Free brochures describing the course are 


available upon request fron 


BUSINESS ELECTRONICS INC. 
Computer Department 
420 Market Street, San Francisco 11, Calif. 
For More information Circle No. 251 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 


654321 


Facsimile Impression 








AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK,U S.A. 


For More Information Circle No. 252 
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FASTER 
PAPER HANDLING 
POSSIBLE WITH 


SORTKWIK 


Thousands of businesses are reducing 


the high cost of paper handling with 
the invisible fingertip preparation 
SORTKWIK. 


Greaseless and stainless, SORTKWIK 
creates an invisible, tacky film on fin- 
gers enabling operator to sort, count, 
file, collate much faster. Speed of paper 
handling is limited only by 
of operator. Clerical 
—clerical production goes up. 

SORTKWIK not only saves time, it 
saves fingers from irritating rubber fin- 


dexterity 


costs go down 


gers Or messy sponges—does not in- 
terfere with use of telephone, typewriter 
or other office equipment. 

One application of SORTKWIK is 
long lasting. Recommended by derma- 
tologists, SORTKWIK 
washes off easily. 

Time-tested, SORTKWIK is in wide 
use by banks, insurance companies, de- 
partment and 
throughout the country. 

Only 50c each at your stationers or 


is non-allergic, 


stores general offices 


send for free sample (regular size) on 
your letterhead. 


LEE PRODUCTS COMPANY 
Dep't. O-2, 2736 Lyndale Avenue South 
Minneapolis 8, Minnesota 
For More Information Circle No. 256 
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pen on any medium, including paper, ace- 
tate, cloth, Mylar or glass. Lettering at- 
tachments permit use of the Grafika with 
any type of lettering guide or template 
for a variety of work. Capillary action 
counteracts the force of gravity which, in 
some pens, pulls down too much ink and 
blots. When the Grafika pen is in con- 
tact with paper, the proper amount of ink 
is drawn from its reservoir to keep the 
opening at the tip properly filled. Even, 
regulated ink flow ceases only when con- 
tact with drawing surface is broken. The 
capillary principle also prevents ink dry- 
ing in the pen, since the reservoir is not 
exposed to air. Five interchangeable rul- 
ing nibs allow a continuous range of line 
widths from hairline to 3/16”. Each nib 
is infinitely adjustable within its range. 
The Grafika will join lines without any 
discernable thickening at connecting 
points. Even when point is lifted, heavy 
lines terminate perfectly with right-angle 
ends, an effect ordinarily done by hand. 
For More Information Circle No. 106. 


CALCULATORS 
Calculator Equipment Corp., 556 Cen- 
tral Ave., Orange, N. J., introduces the 
Scotsman line of calculating machines, pro- 
duced exclusively for sale by office ma- 
chine dealers. There are three Scotsman 





models: SR-1 is manually operated and has 
a capacity of 8 x 7 x 15; SR-2 is electri- 
cally operated and has capacity of 8 x 7 x 
15; SR-3, with capacity of 9 x 9 x 18, also 
has automatic division. The moderate 
price of the Scotsman makes it available 
to even the smallest business for handling 


THe Orrice—February, 1958 





THE COPIES 
COST LESS! 


ti: 


Here are the B reasons why: 





NOW—MAKE TWO COPIES FROM "EVERY NEGATIVE—with no change of paper 
developer, dial setting, or copy procedure 


SAVES PAPER. 95% of all office work is performed at one dial setting. No wasted 
poper. 

SAVES TIME. No need to proof-read Copease copies. Copease copies everything. 
COPIES ANYTHING. Perfect copies from any kind or color of paper or ink. Produces 
one or two-sided copies. 

QUALITY CONSTRUCTION. Means Copease is built to last. The first Copease ever 
sold is still in operation. 

OPERATING EASE. Because Copease is thoughtfully designed, anyone can operate it. 


BUY COPIES FOR ASK US TO PROVE IT!~~* 
LESS WITH COPEASE | ioe bat, arcone. ae Yor 


425 Park Avenue, New York 22,N.Y., Box O-2 
Distributors in Principal Gentlemen: I'd like to have a free 3-day trial of Copease in my office] 
Cities. Regional Offices : 


Please send free literature 
New York, 425 Park Ave. 
Plaza 3-6692 


Chicago, 226 N. LaSalle St. 
STate 1-1383 


Los Angeles, 3671 W. Sixth 
St., DUnkirk 5-2881 











NAME 





FIRM NAME 





ADDRESS 





a 
© 
4 
< 
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NEW! DISCOVERY! 


SAVES PLUMBING BILLS OUX3S,RRAINS 

Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL, 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


how many bends there are. 
on any waste pipe from 


Can be used 
12” to 6” to 


clear paper, rags, grease, sand and other, 


debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet (ADV.) 
For More Information Circle No. 247 


, PROBLEMS 


3 PHONE SOLVED 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











For More Information Circle No. 248 
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figure work with speed, simplicity and ac- 
curacy. The company the ma- 
chines’ high degree of mechanical excel- 
lence. For More Information Circle No. 
103. 


stresses 


FORMS COLLATOR-TIPPER 


J. Curry Mendes Corp., Canton, Mass., 
makes the Multi-Bar JCM Semi-Automatic 
Forms Collating and Tipping machine 
which can double or even triple produc- 
tion. Forms that were heretofore tipped 
in a one or two-on operation, can be 
tipped four and six on, depending on size 
and specifications. Any number of pin 
bars from one to eight can be used at one 
time. Pin bar holders are sectional. When 
a small number of pin bars are required 


for a certain operation, the others are re- 
movable. Pin bars are easily adjustable 
to any specification up to 842” depth by 
25%” length. The Multi-Bar Unit is 
adaptable to a wide range of applications: 
payroll check forms, statement forms, 
standard forms, gluing greeting inserts and 
calendar mountings in any desired shape, 
and many other uses. The Multi-Bar Unit 
contains an exclusive patented feature for 
glue control, and the same high quality, 
precision engineered workmanship of all 
JCM products. For More Information 
Circle No. 159. 
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Cut your filing costs with 
“keyboard” speed of 
OXFORD PENDAFLEX” 
equipment! 








All Oxford Pendaflex tabs stay visible at all times. A 
file clerk’s hands flit across this “keyboard”’ selecting 
quickly and accurately. Results: increased speed and 
efficiency . . . lower filing costs. 





Learn how this and other advantages of Oxford 
Pendaflex equipment will benefit you! Mail coupon 
today for a free file analysis! 





Oxford Filing Supply Company, Inc. 
Garden City, New York. 








OXFORD FILING SUPPLY COMPANY, INC. 


[ 171 Clinton Road, Garden City, N. Y. 
X 0? C Please send free “File Analysis Sheet” 
a 


FIRST NAME NAME 





IN FILING FIRM 





=~ wy ue fig © STREET 
- S > he ¥ —_——_— 
CITY 





For More Information Circle No. 386 
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! SAFE from any angle 


... that’s the CONSOLETT 
Safe for equipment 
* Built strong — welded 
all-steel construction 
* Tip-proof — wide, 
steady base 


* Rolls easily — four 
rubber casters 


* Anchors firmly — large, 

adjustable rubber feet 
Safe for operator 

* Round, no-snag edges — 
smooth, clean styling won't 
trip, scratch or upset 

Matching two-shelf cabinet 

also available 


SOME DEALERSHIPS OPEN 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road * Menomonee Falls, Wisconsin 














For More Information Circle No. 240 
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BOOK COPIER 

Nord Mfg. Corp., 366 Jericho Turn- 
pike, Mineola, N. Y., makes a $6 BBC 
for the Nord Wizard photo- 
copier which allows the machine to make 
perfect photocopies from bulky bound 
books and magazines. The Nord Wizard 
makes copies on seven different types of 


accessory 


paper in five colors. Nord’s wide latitude 
Duplex Photocopy Paper allows photo- 
copying from books on two sides of a 
single The Nord Wizard photo- 
copier is an American made machine with 
single dial control. It can be used under 
all office lighting conditions. It makes 
flawless copies of all original material up 
to 9” x 15”. The Nord Wizard costs $179. 
For More Information Circle No. 136. 


sheet. 


SEWER CLEANING UNITS 


Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL., 
has introduced two machines which enable 
the office or factory manager to have 
sewer pipe cleaning done by their own 
maintenance staff. One unit, the Miller 
Rod House, can te whirled down the 
drain in a few seconds. Sinks, bathtubs, 
toilets, urinals, floor drains and connecting 
pipes to street sewers can be cleared of 
rags, grease, paper and sand. Cutter blades 
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‘ bm Introducing changes so 
A New Kind of aye ests age 
wee revolutionary-suddenly 


Olectnic Collator | Z i all other collators seem 


old-fashioned. 
ae 

*APC MEANS AUTOMATIC CTION CONTROL 
AUTOMATIC PRODUCTION of eachmset. No footswitch to tap, no 
pedal to push, each set is produced automatically. 
PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 
Write today for information on this most revolutionary change in Collators since 


Colilamatic introduced the Electric Collator in 1955. 


*Trademark 





MODELS AVAILABLE Please send literature: 
8-10-12-14-16-20-24-28-32-40 [] 1958 Model Electric Collator 


H * 
bin collators and fully auto- with APC 
matic Golden Automatic. [1] We are interested in a free survey 
and analysis of our collating 


[] Demonstration Requested 


Name 

Address 

City . 

MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 


For More Information Circle No. 226 


Route 23, Wayne, New Jersey 











platemaking 
tales lite tl eaeneeceall 


MULTILITH-DAVIDSON 


Web-Harris, up to 22x34 


8-24 hr. New York pick-up delivery 

service; Speedy Nationwide Service. 

e Long Run Plates 

© Superior Halftones, Bendays, 
Spread Positives, Close Color 
Registration 

¢ Line Negatives and Flats 

e Inks & Supplies 


afi, PLATE-0- LITH CO. 


o) a Sy Kyle) 
“ne 
117 E. 24th St., N.Y.C.-10, N.Y. 


For More Information Circle No. 257 


WANTED... 
DEALERS FOR OUR 


MULTI-COPY FORMS 


Expanded facilities 
and added equip- 
ment allow the 
addition of new 
dealers. Fast, de 
pendab " delivery 
All forms carry 
dealer’s name. Also 
shipped under 


de ale r's label. 


WE SERVE AS YOUR FACTORY 
AND WAREHOUSE. LIBERAL 
PROFITS TO DEALER. 


ROGERSNAP 


BUSINESS FORMS 
P. O. BOX 10425 
For More Infc 


ONE TIME 
CARBONS 


DALLAS 7, TEXAS 
rmation Circle No. 258 


can be added for removing roots. The 
music wire used in the unit gives the rod 
greater flexibility The other unit, the 
Miller Electric Rodder, has patented cut- 
ters which expand automatically to the 


size of the pipe. This will clean out heavy 





obstructions in pipes from 3” to 12” in 
diameter and up to 500 ft. long. Smalle 
sizes are available. These tools often pay 
for themselves by eliminating a few plumb- 
ing bills. For free booklet, “Saving Plumb 
ing Bills for Building Owners,” Circle No. 
148. 


EXPANDING FILE 


Smead Mfg. Co., Hastings, Minn., makes 
an Expanding File in two-tone gray with 
embossed leatherette finish. The new color 
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Machine-tying 
beats hand-tying 


Says Louis A. Weicker, Executive 
Vice-President, Commerce Clearing 
House, Inc., Chicago, Illinois: “One of 
the key operations in this business, 
coming at the time when train sched- 
ules must be met, is bundling and tying 
our tax and business law reports. 
Every day thousands of loose leaf re- 
ports on new tax and business law 
developments must be assembled and 
tied into bundles to meet post office 
requirements and help get them to our 
subscribers quickly. 

“Bunn Package Tying Machines save 
us time .. . by tying these thousands 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


eS 


of reports ten times faster than hand 
tying.” 

Here’s how Bunn Package Tying Ma- 
chines can save you time and money: 
Faster tying: A tension-controlled 
wrap and tie made in 1% seconds. 

No manual change-overs: Adjust au- 
tomatically to varying shapes. 
Slip-proof knot: Postmasters every- 
where approve the Bunn wrap and 
knot. 

Simple operation: Beginners become 
experts in a few minutes 


B. H. Bunn Co., Dept. OF-28 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 
Company 
Address 


7605 Vincennes Ave., Dept. OF-28, Chicago 20, Ill. City — 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. L wma enn nee 
For More Information Circle No. 363 
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ADSM? 


proved performance 
and dependability 


fenalax 


The electronic facsimile machine for making 


mimeograph stencils 
paper offset plates 
single positive copies 


It uses just seconds of personnel 
time; requires no technical oper- 
ating skill to achieve superior re- 
production quality. Manufactured 
by Times Facsimile Corporation, 
a pioneer in the development and 
one of the major suppliers of 
electronic facsimile equipment. 
Durably built with precision-made 
mechanical parts and electronic 
components designed and cgn- 
structed in accordance with 
approved standards. Its attractive 
cabinet design occupies only 26” 
x 18” of floor area. 


Write for booklet to Stenafax Division 
TIMES FACSIMILE CORPORATION 
540 W. S8th St., New York 19 
For More Information Circle No. 239 
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harmonizes with modern office decor. File 
has flap and elastic cord, and 21 pockets 
indexed A to Z. Made in three sizes: Note, 


No. GRIISAL; Letter, No. GRI117AL; 
Legal, No. GR1I9AL. For More Informa- 
tion Circle No. 185. 


COLLATED CARBON SETS 


Gowdy Office Materials Co., 115 On- 
tario St., Toledo 2, Ohio, makes Kolated 
Copy Sets, for quick, efficient making of 
uniform carbon copies. A Kolated Copy 





Set consists of two sheets: a one-time sheet 
of carbon paper, and a second sheet on 
which the copy is made. An _ original 
sheet is used with one or more Kolated 
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FOR BOTH 
MACHINES | 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands . . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


You'll be delighted with the way sleek, colorful PLASTICO 

BINDING enriches and modernizes. The way pages open flat 

te e ‘ easily . . . provide unbroken doubly-impressive spreads . . . turn 
Exclus o smoothly no matter how thick your book. In ao wide variety of 
“gRth Design rich colors, PLASTICO BINDINGS “spark” the simplest cover 





treatment with dignity and prestige. Get the details today! 


a ee a a ee ee a a 
PLASTIC BINDING CORPORATION 
- : - Dept. O 732 Sherman St., Chicogo, 5 iMlinoit 


For More Information Circle No. 385 Please rush FREE MANUAL giving me full information obc 


the mew PLASTICO Hand-Operated Punching and Bind 
Units. 


| 
PLASTIC BINDING CORPORATION {fies — 
- 
! 








fe F005 “URE Me ARIE, 





EAE RE NNT Me 


“i Copy Sets, depending on the number of 
Vi S i] a | C 0 il t rol copies desired. After typing, the one-time 
carbons are easily removed and thrown 


not only schedules away. A patented Counting Corner facili- 

g tates counting the number of copies, and 

automatically checks the 4%” Clean Edge at the bottom of each 

° carbon eliminates soiled fingers. Kolated 

with TIME, LINE Copy Sets are available in four colors 

and COLOR control = and white, in 9 Ib. and 12 Jb. weights of 

{fos oo a eC TT standard and assorted sizes, and may also 

Confucius said: “A picture be assembled with any special forms de- 

aoe warm Wlee ones) sired by the user. For More Information 
: Circle No. 113. 








DICTATING STAND 
DeJur Amsco Corp., 4501 Northern 
} Blvd., Long Island City 1, N. Y., an- 
: cs nounces a stand made especially for users 
ae of DeJur-Grundig Stenorette Dictating- 
Scheduling | | Transcribing Machines. The stand pro- 
5 8,000,000 items 





| vides freedom and mobility. It has extra 


large ball-bearing rubber tire casters that 
| roll easily across the thickest carpets. 





Original cost and upkeep low. 
Schedules and time checks operations. 
Historical record to back it up. 

Bad situations show automatically. 
Its simplicity has put it into 
world-wide use. 

* Analyze 100 items in 10 seconds. 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. | a | 
Westport, Conn. | = ¥ 


Phone CA 7-4I11, or Write for Booklet > Be 


For More Information Circle No. 261 a 
— 
1» % 


Convenient metal bracket holds micro- 
phone when machine is not in use. The 
Stenorette is kept within easy reach of 
both the dictater and transcriber. Con- 
| structed of heavy gauge steel with tubu- 
Cromwett Printery, INC. | lar steel legs, stand has a wide shelf that 
ROTARY DEPT accommodates all Stenorette accessories. 
ALBANY 1. N.Y Stand is 27” high; fits 11” x 13” space. 
For More Information Circle No. 134. 











For More Information Circle No. 262 
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i, IEA 


AION CS NOR LEO IE! PEN OT ee 


Now you can 


ELC 
RIGHT READING 
PHOTOCOPIES 
IN ONE SHOT 


ooo 


NEW Kenro Prismatic Head makes right reading 
reproduction quality prints to any size 


The new Prismatic Head fits in the 
recess on top of the Kenro “Vertical 
18” camera interchangeably with the 
Standard Head used for making off- 
set negatives or the Xerographic Head 
for making xerographic exposures. 
The Prismatic Head the 
image thus producing right reading 
exposures on photosensitive paper or 
film, up to 12” x 18” in size. It per- 
mits one-step production of sharp, 
right reading copy in either positive 
or negative form enlarged up to four 
times or reduced to half size. 


reverses 


KENRO GRAPHICS, INC. 25 Commerce St. 


Without need for making an inter- 
mediate negative you can rapidly pro- 
duce direct photocopies (black type 
on white background) of correspond- 
ence, low-cost “stats” for advertising 
needs, enlargements to required size 
of photocomposition, proofs of paste- 
ups or copies of engineering drawings, 
etc. You can also make one-step right 
reading negative copies (white type 
on black background). 

Goerz lens, strong even light, precision 
controls and automatic exposure timer 
assure uniform high quality and accu- 
rate sizing on every shot. You do not 
need to be a professional cameraman 
to operate a Kenro. Complete instruc- 
tion manual shows how anyone can 
easily make line and halftone nega- 
tives, xerographic exposures and one- 
step photocopies. 

For complete information write for 
Bulletins 56 and 258. 


Dept. F-2, Chatham, New Jersey 
For More Information Circle No. 319 








\ 


ge “a 
owe, 
( 4 va 
iste GROPING 
ee | FOR THE 


4 
| 


TO CLEANER, 
“FASTER, SHARPER 
STENCIL CUTTING 


on ee 


No Static 
No Chop Outs 
No Eye Strain « 
No Type Cleaning *° 
No Ragged Tracings . 
No Mess...just press the patented 

Red Dot to seal the film... it's fast, 

no sticky fingers, no gummy files. 


PMEGVICET 


For More Information Circle No. 391 
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PHOTOCOPIER 


Formfoto Mfg. Co., 3713 Milwaukee 
Ave., Chicago 41, IIl., announces the Photo 
Master Photocopy Machine which copies 
anything at the turn of a switch, from 
standard or special paper to card stock, 
whether opaque, transparent, black-and- 


white or colored, one or two sided. Re- 
productions are made of anything printed, 
drawn or written without loss of detail 
No special installa- 
The unit plugs into any 


or color tone value. 
tion is needed. 


light socket and is ready to operate. Al- 
though compact in design—23” wide, 13” 
deep, 6” high and weighing 20 Ibs., the 
Photo Master has a capacity of up to 
104%” width by any length. The sturdy, 
durable plastic case is finished to harmo- 
nize with office decor and is made addi- 
tionally attractive by rounded corners and 
edges. Four rubber feet protect desk top, 
cabinets, etc. The Photo Master is said 
to be superior in construction, design and 
detail; is priced at $149.50. For More 
Information Circle No. 145. 


TAB CARD SETS 


Connecticut Tab Card Bindery, Inc., 
17 Willow St., Cheshire, Conn., offers 
unlimited construction features to collate 
single tabulating cards into unit sets, books 

pads. Cards used by IBM and Sperry 
Rand equipment, and needlesort cards, can 
now be assembled into multiple copies 
when required for systems such as labor 
cards, move tickets, inventory, requisitions, 
payroll, money orders, claim drafts, 
checks, etc., to meet individual require- 
ments. Edge glued, or inside pasted stub 
sets, are produced economically with high 
speed equipment. Fast, dependable serv- 


THE Orrice—February, 1958 





NOW YOU GAN ADDRESS 
MONTHLY STATEMENTS 
IN {/3 THE TIME... 


PRINTS FROM THIS 


attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! Reduces statement 


addressing in the average office up to 
66%. 


PREVENTS ERRORS! Eliminates wrong 


addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


e Just typs alkt name and address ONCE on the 
PRESS.ON MASTER PATCH. They're easily pre 
pared in an ordinary typewriter . . . no special 
equipment required. 

e Attach the adhesive backed MASTER PATCH to 
your ledger card. ey press-on instantly... 
existing records of any size or shape... 

to change your present accounting system. 

e Address statements, month after month from your 


ledger card . . . Automatically! 
$70 


PRINT WITH THE | MACHINE COMPLETE 
MODEL 60 WITH SUPPLIES 
Plus Fed. 
Exe. Tax 


Master Addresser | FOR 500 ACCOUNTS 
MASTER ADDRESSER COMPANY 
6500-0 West Lake St. ° Minneapolis, Minn. 


For More Information Circle No. 255 
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ice, plus ideas, are available and immedi- 
ate attention is given inquiries. For More 
Information Circle No. 112. 


CATALOG CASE 


Stebco, Dept. E-8, 1401 W. Jackson 
Blvd., Chicago 7, Ill., makes the Flat-Top 
Tufide catalog and sales case, a great im- 
provement over the old-style flexible cata- 


log case. The box construction gives it 
greater capacity yet, because of more even 
distribution of weight, it is easier to carry. 
Because the top is flat, the lid flops open 


and stays open without holding it. This 
allows greater accessibility to the inside of 
the case and permits the use of both hands 
You get a full view of its contents at a 
glance, there are no dark corners and you 
needn't dig to find something. The case 
has rigid sides and it won't bulge or get 

As a result it looks better, 
The rigid sides make it easier 
to press the lock closed. Stebco’s patented 
Lifetime Molded Hardened Nylon Edge 
protects the edges from scuffing, fraying, 
breaking or other damage. The Flat-Top 
Catalog and Sales Case is made of. durable 
Tufide which looks and feels like leather, 
yet outwears leather five Won't 
chip, scratch, scuff or stain. The manu 
facturer unconditionally guarantees Tufide 
five years. The Flat-Top comes in London 
tan and British brown colors, in two popu 
lar sizes: 16” x 11” x 6%” at about $22 
and 18” x 12” x 7! at about $24.50. It 
is also available with inside modifications 
Stebco also offers 


out of shape. 
lasts longer. 


to one 


to meet special needs 


NOW YOU CAN CUT COSTS aH o 


4“ STEP A 





STEP A — Wrap 
acetate (sent with 
cover) éround roller 











STEP B—Slide TRI-MOL Mol- 

leton cover (as shown) onto roller. 
C—Tie ends and cut excess 

string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 
can put on their own dampening roll TRI- 
MOL Molleton covers. It's as easy as 


A-B-C _ illustrated steps at 

left). Send in your es to- 

day or write for more 
information. 


133 Prince St., New York, N. Y. 


DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 276 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply 


Vi T Automatic 
Printing 
Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key — enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable! 
A printed tape, with a true symbol, identifies Victor Adding Machine Co., Dept. 
figures entered and operation performed. See Chicago 18, ‘itinois 
the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See “‘V”’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. Nene. a 


1 

l 

i 

ee | 

VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name—— | 
! 

| 

at 





Victor-McCaskey, Ltd., Galt, Ontario 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. City —_______—____Zone —_State 


Address_—____ _— 


For More Information Circle No. 361 
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Don’t do it the hard way 
-do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling 


PRONTO 


- STORAGE FILES 


Size $4.55 


Legal 


Letter Size 


$3.78 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y 


For More Information Circle No. 241 
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Check Size $2.50 


a complete line of low-priced, five-year 
guaranteed Tufide business and sales cases. 


For More Information Circle No. 150. 


INCOME TAX EXPENSE FORM 


Philip Hano Co., Holyoke, Mass., makes 
the Hano Standard Snap Expense Voucher 
form for recording reimbursed expense 
account amounts as required by the In 
ternal Revenue Service for 1958 returns 


This three-part Snap-A-Part form is printed 
on NCR paper with headings for both a 
traveler 
pany for expenses and by 
pay their own expenses 


his com- 
individuals who 
but must keep 


who is reimbursed by 


2. 


© 19 


EXPENSE 
REPORT TO 





s 




















accurate records to prove expense deduc 
tions. Headings cover all usual daily ex- 
ense categories and other expenses in 
curred A box allows user to explain 
entertainment or other such expense 
There is space for actual expense in re- 
lation to budget expense, itinerary, and 
week and/or date. Adequate space ts in- 
cluded for bookkeeping purposes, com- 
ments, approvals or other use. In general 
use, the salesman submits the form prior 
to his trin and receives an exvense check 
Company retains the yellow copy in the 
set, salesman takes original and pink copy. 
After trip, he returns his copies for ap- 
proval and his expense account is balanced. 
Company keeps completed original copy 
and salesman holds completed triplicate 
as his tax record. A carton of these forms 
(800 triplicate sets) lists at $18.25. Forms 
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may be imprinted with corapany name by 
printer or addressing machine. For More 
Information Circle No. 110. 


CUP DISPENSING TRAY 

Lilly-Tulip Cup Corp., 122 East 42nd 
St., New York 17, N. Y., has developed 
a VIP Cup Dispensing Tray molded of 
high impact styrene plastic. It holds any 
standard carafe or pitcher and stores a tray has a built-in cup compartment with 
generous supply of Lily cups. Conserva- lift-off plastic cover that holds and protects 
tively styled in a warm gray color, the a supply of cups. When used as a snack 





O dFapz 
FILM STENCIL 


“pb. 
ae 


insure kind of copy YOU want 


Choose your copy: sharp, medium or 
broad — they're all yours from the same 
Tempo Film Stencil. With Tempo, you'll 
prepare them as easy as typing a letter 
or bulletin. Personal selection from eight 
pastel and other colors in America’s 





highest quality provides greater visibility 


and shortens typing time. 
ASK ABOUT TEMPO PASTEL STENCILS 


MAIL COUPON TODAY FOR COMPLETE DETAILS 


MILO HARDING CO. 


Los Angeles * Cleveland © Pittsburgh 
San Francisco * Washington, D. C. 


MILO HARDING COMPANY, Dept. 7CA 

500 Monterey Pass Rd., Monterey Park, Calif, 

Please rush the checked items to me: 

( ) Booklet: Tempo Tips to Typists 

{ ) Literature: All Colors Tempo Film 
Stencils 


Manufacturers and distributors of 


NAME 





AMERICA'S MOST COMPLETE LINE FIRM 
OF STENCIL DUPLICATING PRODUCTS 
INKS — DUPLICATORS — STENCILS 


TEMPOSCOPES — ACCESSORIES — SUPPLIES 


ADORESS ............ 


CITY & STATE 


For More Information Circle No. 242 
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You Won't Do oC 


When You Use ‘ 


MIM-E-0 7 
fF, 


VERTICAL 


FILES 


When you learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, 
In MIM-E-O Files stencils and masters “hang” 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fast and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
paratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


never-sure”’ way! 


EASY -FILE CuiPs 


—-y , eel zs 


MIM-E-O STENCIL FILES CO. 


2027 W. North Ave. e Chicago 47, Ill. 


500 Distributors . coast to coast to help you 
solve your stencil ar offset filing problem. 


For More Information Circle No. 245 


tray, the VIP 
will accommodate 
Cote 
cups for 
pensing tray 1s 
100 S5-oz. Lily 
and other beverages 
tion Circle No. 142. 


built-in cup compartment 
various sizes of China 
cups for hot beverages or Lily cold 
beverages. The cup dis 
sold as a package with 
cups for water, fruit juices 
For More Informa- 


cold 


FORMS CARRIERS 


Uarco, Inc., 141 W. 
Chicago 4, Ill 
riers for Flexowriter and 
writers. The 


Blvd . 
offers special forms car 
IBM &84 type 


easy 


Jackson 


Carriers give access to 
the back of the typewriter, 
these two machines. They 
and writing of continuous 


forms by removing the strain 


as required on 
aid the feeding 
interleaved 
caused by 


carriage return and the forms’ weight. The 
carriers are particularly desirable when a 
set of forms is used or where desk 
space for the placement of 
a pack of forms. Each carrier holds about 
3 Ibs. of forms. For More Information 
Circle No. 140. 


heavy 
is inadequate 


REPRODUCING BALLPEN INK 


W. A. Sheaffer Pen Co., Ft. Madison, 
announces Skripriter ballpoint ink 
which reproduces clearly on 
papers and documents made on _ photo- 
copying machines using heat, chemical or 
liquid processing. The new ink, now avail 
able in the company’s Skripriter ballpoint 
cartridges, overcomes the failure of ordin-’ 
ary inks to show up on copies of original 
Sheaffer’s Skripriter ballpoint 
photocopy work, at present 


lowa. 


copies of 


documents 
cartridge fo! 
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ft Chidlecaee YOU to try* 


DAVIDSON 
PAPER MASTERS 


in your own office! 
sally 


ee i 
ase =e 
Th al) 
we 
* 
oe 
®., 


~ 
men eee? 


= 


au cane 
asrengt® 


YOU'LL NEVER BE ~*~.._/ SATISFIED WITH ANY OTHER! 


e I’m a Davidson technician. I don’t 
want to TELL you why our Paper Masters are 
better for your duplicating work—I want you 
to see for yourself! I know the rigid standards 
of quality and uniformity I have to meet in 
making every Paper Master bearing the 
Davidson label. Now check the results your- 
self—in your own office, on your own duplicat- 

ing machines! You'll be amazed at these 
Medium Run, Davidson Paper Master “performance-proved” 
Long Run, DeLuxe. features: 
Available in 
sizes for use QUALITY — clear, sharp copies every time! 
JO lowe ranges UNIFORMITY — same results month after month! 
SIMPLICITY — prepare by typing, writing, drawing! 
ECONOMY — in the short, medium and long run, too! 


A STYLE FOR 
EVERY NEED— 





SEND COUPON FOR DEMONSTRATION ... —/ — 


DAVIDSON CORPORATION 
| DAVIDSON CORPORATION 29 Ryerson St., Brooklyn 5, N. Y. 
SON |" Subsidiary of Mergenthaler Linotype Company 1") dananaie dicamnewaant £ David 
29 RYERSON STREET, BROOKLYN 5, NEW YORK * “ety Hm stration oF Davidson 
Distributors in all p pal cities ond Conodo y 


(] Send literature 
Your duplicating quality Name 


can be no better than 
the Paper Master itself! 


Davi 





Firm 
Street 
Headings in Protype @ Text in Linotype City _ 7 __ State 


For More Information Circle No. 37 
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NO OTHER» 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 


TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 

83", 14” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 


Order from your dealer or 
Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. f. 


ene es - 
For More Information Circle No. 259 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


32 f MewhLIAMms ST 
FOND OU LAC Ww 


CAN-PRO@,. 


For More Information Circle No. 260 


available in black only, retails for 69c in 
the regular cartridge or 89c in the sterling 
silver tip cartridge. For More Information 
Circle No. 118. 


DIGITAL RECORDERS 


Epsco, Inc., 588 Commonwealth Ave., 
Boston 15, Mass., makes Digital Record- 
ing Units which accept digital data from 
any source at arbitrary rates and prepare 
magnetic tapes for direct entry into digital 
computers. Some of the business uses of 
this equipment include: transfer of data on 





punched cards to magnetic tape for con- 
venient storage or high speed computer 
feeding; transfer of information § on 
punched paper. tape to magnetic tape; 
digital transmission of over con- 
siderable distances by pulse code modula- 
tion; transfer from one tape format to ° 
another tape format (for use with a differ- 
ent make computer), etc. Units are pro- 
vided to suit a user’s particular require- 
ments. For More Information Circle No. 
138. 


data 


BURGLAR ALARM 
Mosler Safe Co., 320 Fifth Ave., New 
York 1, N. Y., announces the Mosler 
Monitor Alarm, a_ transistorized alarm 
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To reproduce 


a record 


permanently . 


Rameses Il 


used a chisel 


The HUNTER PHOT0-COPYIST 


THE HUNTER CUB 
PHOTO-COPYIST 


Copying any mark on 
any paper, is all metal 
and all electric. Fits any 
desk and works any- 
where. No chemicals 
touch operator. All Hun- 
ter machines and papers 
are American made by 
the company that pio- 
neered photo-copying in 
the United States. 


ee 
shina copying 


INC. 
Syracuse 4, New York 


PHOTO-COPYIST, 
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1958 


is the Modern bescenisll 


7 4 
id plenty 


Egyptian rulers cut ré 
time and no payrolls to me¢ 
copyist is the Hunter Cub. The 
less of writing medium or writ 
at $195 to bring every office t 
The Cub makes perfect 
on any paper—in 30 secor 
graphic process picks up 
photographs. No darkroom 
proficient operator with 20 minutes’ ir 

Available with Auto-Feed 
The Auto-Feed feature (optional) makes operation practically 
automatic and permits exposure of one print while another is 
being processed. 
Don't waste your secretary's time byes needless copyi 
all the copies you need of invoices, rece 
of all the paper-work your office voquiecs 
Cub demonstration, mail the today. 


iC 


; 
t 


copies 


evel 


ts er 


coupon 


Hunter Photo-Copyist, Inc. 
42 Spencer St., Syracuse 4, N. Y. 


1 would like to have the Hunter Cub Photo-Copyist 

demonstrated. Please have your representative call. 

Firm Name 

Firm Address 

City... 

My Name is 
| My Title is 


Zone State 


For More Information Circle No. 340 


oO 


| 
| 
| 
| 
ail 





which has approval of the Underwriters’ 
Laboratories. The alarm creates a bandit 
proof electronic barrier around a safe. If 
the security field is approached by any 
one the alarm is triggered. Originally de- 
veloped for the U. S. government to pro 
tect top secret documents, the system has 
been designed for three-fold use. It 
sound an alarm in immediate area: 
flash a silent alarm at a central point such 
as a police station; signal at a plant guard 


can: 
its 


PITNEY-BOWES 


MAILOPENER 


PITNEY- BOWES, INC. 

3468 Walnut Street, Stamford, Conn. 
originator of the postage meter. 

offices in 107 crttes in U.S. and Canada 


For More Information Circle No. 231 


Station. Designed for unit protection, the 
system can protect one or more safes. The 
antenna and anyone ap 
proaching it causes a change in capacitance 
which triggers the 
ordinary current but 
which take over in 
failure. Use 


safe acts as an 
on 
bat 


event of 


alarm 
equipped 
the 
of the alarm can earn 
up to 
Circle No. 


Operates 
with 

teries 
powel! 
discounts 
35% 


154. 


on burglary 


For More 


insurance 
Information 


e There’s no more early morning 
“waiting on the mail” when your 
office has a PB MailOpener. 


e A MailOpener does the job 
perfectly...saves valuable morning 
minutes, even in a small office. Far 
faster than opening mail by hand- 
and-dagger, it safely, easily trims 
a hairline edge off any envelope, 
its thickness, or 
stock —fast as you can feed it. 


whatever size or 


e Free Trial: Try any of three 


models, hand or electric, in your 


own office—on your own mail. Just 
phone the nearest Pitney-Bowes 
branch—no obligation. Or write for 
free illustrated booklet. 


FREE: Send for handy desk or wall chart of Postal 


Rates, with parcel post map and zone finder 
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Architectural Lighting 


Lightolier, Inc., Dept. AP, Jersey City 
5, N. J., has published a 32-page Architec 
tural Lighting Pocket Catalog with photo 
graphs and interior sketches of lighting 
installations to enable the reader to vis 
ualize how the fixtures will look when 
installed. Highlighted in this booklet are 


LIGHTOLIER 


such light forms as Quadrilite recessed 
dome incandescent fixtures, Strialux fluor- 
escent light form that fits modern ceiling 
systems; and Modular Sighton, an effective 
solution for corridor and utility area light- 
ing in offices, schools, stores and hospitals. 
The catalog also previews Circline, a new 
and boldly scaled lighting form utilizing 
Circline fluorescent lamps. For a copy 


Circle No. 166. 


Post Office Facts 
Tension Envelope Corp., 19th & Camp- 
bell Sts., Kansas City 8, Mo., offers an 
interesting 20-page booklet, “Separating 
Post Office Facts From Fiction”, which is 
concerned with the proposed postal hike 
and presents information, charts and 
graphs prepared originally by the Post 
Office Department and by the Citizens’ 
Advisory Council. Copies of this impor- 
tant digest are available in quantities of 
1-10 at no cost. Larger’ quantities for re- 
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can increase your 
present filing capacity 
by almost 200% 


America’s First and 
Foremost Shelf 
Filing System with 


more 

FILING CAPACITY— 
Visi-Shelf units are 
available with fron 
7 to 10 Openings 
High (or up to the 
ceiling if desired! 


more 

RECORD PROTEC- 
TION — Patented 
light weight Doors 
available on all 
Visi-Shelf units! 


more 

FILING PRODUC- 

TION — Visi-Shelf’s 

exclusive ‘‘Facile 
OVER 4,000 VISI-SHELF Gu de Pull pro- 
INSTALLATIONS IN ALL vides more accur- 
PHASES OF AMERICAN ate filing; quicker 
BUSINESS SINCE ITS reference | 
INTRODUCTION A re ? 
FEW YEARS AGO! 


Write today for free 
catalog and name of 


nearest dealer 


VISI-SHELF FILE,INC. 


225 Broadway, Dept. A-2 
New York 7, N. Y. 


For More Information Circle No. 278 
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New Phone Amplifier Frees BOTH Hands 


ee 


TEL-O-MASTER 
New Improved Model 


¢ Amplifies INCOMING message 
e COMPLETELY portable 

e NO INSTALLATION required 

Fu 1utomat simply place phor 
W iny pla Trai ed. Batt 
New low price $49.50 


Dealerships Available Now 
FISHER RESEARCH LABORATORY, INC. 
Dept. TO-2, Palo Alto, Calif. 
For More Information Circle No. 249 


IT PAYS TO KNOW... 


how much your 


machines AC7UALLY 


are producing 

















CON-TROL-EAR CM-X 

TIME TELLER measures 

just the actual pro- 

ductive time of any 

office machine... 

typewriter and small 

calculator to large 

computer. Non-pro- 

ductive time 

automatically erased. 

Compact, precision 

built. No electrician required to connect... 
Con-Trol-Ear Pick Up simply tapes onto 
machine to be measured. Remote location 
possible. $100.00. Write for full information. 


The MOSES ELECTRONICS Co. 


330 LOCUST STREET, P.O. BOX 58 
HARTFORD 1, CONNECTICUT 





For More Information Circle No. 250 
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distribution are available at cost with mail- 
ing envelopes furnished free. Since the 
Senate is expected to act on the 
House passed Postal Rate Bill, those who 
will be affected by an increase are urged 
to read this booklet and make their wishes 
known to their elected representatives. 
For a copy, Circle No. 169. 


soon 


Movable Partitions 


E. F. Hauserman Co., 7516 Grant Ave., 
Cleveland 5, Ohio, full-color, 6- 
page brochure describing their 
movable interior wall system, Horizon 
“Custom interior walls at far than 
custom cost” is the basic idea behind the 


offers a 


advanced 


less 


ie 
mo 


HiaRIZON 


HAUSERMAN 


system outlined in the brochure. The 
Horizon system has flexibility of design, 
material and furiction. The brochure illus- 
trates the system’s complete movability and 
custom selection of panel materials, fea- 
ture inserts, modules, post shapes, glass 
patterns and panel Maintenance 
is said to be easy and economical. For 
the brochure, Circle No. 167. 


colors. 


Business Show Catalog 


Office Executives Assn. of N. Y., 530 
Fifth Ave., New York 36, N. Y. announces 
the 1957 edition of its National Business 
Show Products & Services Catalog which - 
comprises a comprehensive collection of 
leaflets and folders describing office equip- 
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ment and systems exhibited at the 1957 
National Business Show. The 1957 edition 
of the catalog provides specific data on 
most of the 500 product classifications dis- 
played in the 385 exhibits of the show. 
The volume measures 834" by 1142” and 
is 2” thick. For a copy while the supply 
Circle No. 173. 


lasts, 


Tying Machines 


B. H. Bunn Co., Dept. OF-28, 7605 
Vincennes Ave., Chicago 20, Ill, offers 
an 8-page catalog describing the advantages 
of automatic twine tying. It tells what the 
package tying machine does and contains 
typical applications, illustrations of Bunn 
models with specifications and descriptions 
of the five basic types of wraps. The Bunn 
Package Tying Machine, which cuts opera- 
ting reduces labor costs, has 
several features including mobility, auto- 
matic adjustment to size of package and 
safe operation. Machines are designed for 
use in many different fields including bank- 


costs and 





ATTEND THE 


ing, direct mail, industrial packaging, pub- 
lishing, paper products, laundries, tobacco 
products, leather goods, baking, and whole- 





sale and retail butcher shops. Machines 
are capable of a single wrap, double wrap 
one way, triple wrap one way, double wrap 





TITH ANNUAL SOUTHERN CALIFORNIA BUSINESS SHOW 


Sponsored by the Los Angeles Chapter of the 
NATIONAL ASSOCIATION OF 
ACCOUNTANTS 
February 25, 26, 27, 28, 1958 


Ambassador Hotel 


Los Angeles, California 





For More Information Circle No. 253 





ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 


— 


Sold through our Dealers only. . . 


— DEALERS: Liberal Discounts — Delivery you can depend 


— 


on. All forms carry YOUR imprint. No inventory, equip- 


ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1, 1600 E. 26th St,,Little Rock, Ark. 








1600 E 


26TH STREET e¢ 


= €§ Oo t PQ: 2 2 FS 


LITTLE ROCK, ARKANSAS 
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the thawsparent Chait mat 


acyys 


Floor Show gives ‘‘under-glass"’ 
protection to fine carpets or 
floors and lets their beauty be 
seen. 


If you pride yourself on taste- 
fully decorated offices, ask your 
office supply dealer to show you 
Floor Show. 


Write for literature. 


(_ 
# ACCESSORIES IN PRODUCTS 


1400 Henderson = * Fort Worth, Texas 
Phone Fort Worth — ED 5-3214 
Dallas — TA 4-6703 * Houston — WA 8-3494 
Representotives in principal cities 


*Potent Applied For 
For More Information Circle No. 243 
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with cross tie and triple wrap with cross 
tie. The catalog describes everything from 
the twine tying of small packages to large 
bundles, soft goods, publications and nurs- 
ery items. For a copy, Circle No. 168. 


Signs, Plaques, Lettering 

United States Bronze Sign Co., 101 
West 31st St., New York 1, N. Y., has 
published a new catalog of metal and 
plastic plaques for exterior and interior 
use. Materials available include bronze, 
stainless steel, aluminum, porcelain enamel 
iron and galvaneal. This company has 





UNTTEL Lye | 
Ue | 


t 
: 
' 
j 


a 


eee eee ee it 


specialized for 30 years in the production 
of signs, plaques and individual letters for 
building facades, memorials, — bulletin 
boards, honor rolis, awards, nameplates, 
sculptured portraits, etc. The catalog, 
illustrated in color and showing lettering 
styles and other design and construction 
details, is worth having for reference. For 
a copy, Circle No. 164. 











Letterpress-Offset 

Davidson Corn., 29 Ryerson St., Brook- 
lyn 5, N. Y., offers a bulletin describing 
the versatility of letterpress and imprint- 
ing on the Davidson Dual-Lith. Davidson’s 
two-cylinder principle, incorporating a 
plate-impression cylinder twice the diam- 
eter of the blanket cylinder, makes this 
possible. Interchangeable segments, easily 
mounted on the plate-impression cylinder, 
allow the user to change from offset to 
letterpress reproduction in less than ten 
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Well-known import 
agency for office equip- 
ment is interested in the 
import of modern office 
machines, equipment 
and appliances into the 
Federal Republic of Ger- 
many. Large sales or- 
ganization available. 
Send full details with 
catalogs to: 

Heinrich Schmitz, Biiro- 
maschinen, 56 Neue 
Mainzer-Strasse, Frank- 
furt/Main, Germany. 


v 


NEED HOLES? 


They're easy with a 


PIONEER PAPER DRILL 


LLLLSLSSASSSS SSS SSS SSS SSS AS So 4 
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Vor 
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A production 
machine with 


such 


uick set- 


up that short 
runs are & 
special delight. 
Eliminates 
costly, tin.e- 
consuming 


"farming out." 
The smal 


investment is 
soon repaid 
and then goes 
on making 


money for you 


instead of 


someone else 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


PIONEER 
1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle No. 318 
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CHOICE OF AMERICA’S TOP 
CORPORATIONS FOR KEY CONTROL 
Put system into key hondling with Telkee. Well- 

conceived systems ore a must with top corporations 


today, and their first choice is Telkee 


WHAT IS TELKEE 
Telkee is a sensible, easy-to-use system for keeping 
track of 100’s or 1000's of keys. Because of three-way 
indexing, absolute control of every key and duplicate 
is guaranteed. Telkee saves time and money becouse 


it is the automatic key control system 


GET FULL FACTS NOW 
Study the story of Telkee and see how it will solve 
your key problems. Obtain full facts todey without 
obligation 


For free booklet, write to Dept 0-28 


The MOORE KEY CONTROL® Systems 
P.O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION. GLEN RIDDLE PA 


For More Information Circle No. 329 


It just SNAPS apart 


LETTEREX sets are available in all 


colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


ieee 


For More Information Circle No. 321 
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For Either Legal or 
Letter Size Filing 


— keep office girls happy because 
they‘re so light and easy to handle... 
short and small enough for office girls 
to comfortably lift from a shelf. Weigh 
less than 30 Ibs. fylly loaded, yet hold 
15 inches of letter size files front to 
back or 12 inches of legal size files. 
—keep records neat and in quick ref- 
erence condition for easy finding and 
filing. Sturdy corrugated fibre-board 
construction with index strip on two 
sides, flip top lid and handy “tote‘’ 
openings. 

—keep record storage costs way down 
. -. put your records in order today... 
the R-Kive File way! 


BANKERS BOX CO. 
Dept. 0-2 


2607 North 25th Avenue ° Franklin Park, Ill, 
For More Information Circle No. 291 
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covers the use of 


type including 


The bulletin 
various relief plates and 
rubber plates, curved electros, standard 
Linotype slugs and T-bottom type. How 
to mount each of these printing media is 
explained and illustrated. Suggested ap- 
plications for letterpress reproduction on 
the Dual-Lith are letterheads, labels, price 
lists, facsimile signatures, instruction sheets, 
long-run type, ruled forms and reprints 
Imprinting is recommended for identifying 
jobbers and dealers; lot numbers on bags, 
packages and cartons; envelopes, blotters, 
letterheads, direct mail and promotional 
For the bulletin, Circle No. 165. 


minutes 


pieces 


Darkroom Tips 


Photo Products, Inc., Shore 
offers a wall chart, “Tips for 
which lists 20 of the most 
problems with their 
prevention. It 


Peerless 
ham, N. ¥ 
the Darkroom,” 
common darkroom 
causes and suggestions for 
will be useful to experienced darkroom 
operators, as well as beginners. The chart 
helps pinpoint the source of print difficul- 
ties which may be the result of the proc- 
essing solutions, camera, darkroom equip- 
ment, sensitized materials, the operator or 
a combination of these. Difficulties, from 
blisters and black spots to stains and veiled 
areas, are dealt with in detail. Other tips 
for the darkroom operator include recom- 
mendations for processing, how to store 
sensitized materials and copying camera 
tips. For a free chart, Circle No. 163. 


SYSTEMS 
MAN 


WANTED... 
AN OUTSTANDING MAN 


for an unusual opportunity. The man we are seeking wi'll 
be associated with a well-established trade printing firm 
specializing in a service for printers of business forms. 
The salesman should be thoroughly experienced in selling 
accounting and office forms and should be familiar with 
various systems, so that he will be in a position to help 
our customers with the design of forms using our 
specialty. A knowledge of production methods or some 
printing experience would be helpful, but not essential. 
Salary and commission. Box 258, Office Publications Co., 
232 Madison Ave., New York 16, N. Y 
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Computer Manual 

Remington Rand Univac, 315 Fourth 
Ave., New York 10, N. Y., offers a 196- 
page manual titled, “A Study for Manage- 
ment—The Univac II Data Automation 
System.” Written entirely from the man- 
agement point of view, the illustrated book 
is a starting point for thorough explora- 
tion of electronic data processing. The 
material is based on the collective experi- 
ence of specialists 
who have trained 
management and 
operating person- 
nel since the first 
Univac was _ in- 
stalled in 195] 
The manual _be- 
gins with a study 
of the data proc- 
essing areas in a 
typical manufac- 
turing firm, then a 
listing of current 
computer applica- 
tions, classified by 
type of industry. 
Considerations for 
electronic data 
processing are cov- 
ered in the second 
section. The oper- 
ations of the Uni- 
vac system itself 
are explored in 
following sections, 
and a complete in- 
troductory course 
of Univac pro 
gramming, sult- 
able for use as a 
classroom text, is 
presented in _ five 
sections. Test ex- 
ercises are pro- 
vided, with an- 
swers in the ap- 
pendix. Also 
included are tech- 
niques for sorting 
data on the Uni- 
vac. For the man- 
ual, Circle No. 184. 


New 
UNIVERSAL 


electric 


length. 


Blueprint File 

Momar Industries, 4323 West 32nd St., 
Chicago 23, Ill., offers an illustrated fold- 
er on the Glider 700 modular vertical 
blueprint file. This all steel unit, which is 
only 2 ft. square and stands 4 ft. high, 
will hold 100 or more prints, in widths 
from 18” to 24”, without the need of 
punching holes in the sheets. For the 
folder, Circle No. 183. 


NUMBERING MACHINE 


FOR 
CARBON 
COPIES 

AND 

GREAT 
FLEXIBILITY 
IN 
NUMBERING 


We call this new Roberts E-21-U numbering machine a 
“universal electric’ because its numbering head is en- 
tirely flexible—it can be turned sideways and adjusted 
to permit numbering at any point on a page, card, 
tag, label or strip of material. It will record clearly 
through as many as 10 carbons. It automatically prints 
numbers in sequence from 1 to 999,999 with instant 
choice of consecutive, duplicate or repeat operation. 
The universal printing head gives complete freedom 
in numbering towards the front, back, left, right or 
any point on a sheet up to 12 inches wide, and of any 
Adjustable guides for accurate positioning. 
Just plug in—no installation. Also available for foot 
operation in model E-21-UF, Write for more information. 


For More Information Circle No. 289 
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Records Administrators 

Charles H. Wiss- 
mann, Socony Mobil 
Oil Co., New York, 
was elected president 
of the Assn. of Rec- 
Executives & 
Administra 
tors. Robert W. 
Humphrey, N. Y 
Stock Exchange, 1s 
vice president and 
Vincent A. Nunzi- 
ato, Chemical Corn Exchange 
secretary-treasurer. Committee 
are: Norman L. Gullifer, N. J. 
phone Co., program; Inez C. O'Brien, 
Naremco, Inc., membership; A. A. Deter, 
Linde Co., public relations; William L. 
Rofes, Olin-Mathiesen Chemical Corp., 
research and training. A conference will 
be held May 2 at Standard Vacuum Oil 
Co., White Plains, N. ¥ 


ords 


Chas. H. Wissmann 


Bank, 1s 
chairmen 
Bell Tele- 


Another Mountain of Paper 


A stack of paper 15 miles high, a 
40,000-mile strip of carbon paper and 
millions of paper clips, is a conservative 
estimate of what the new expense account 
ruling will require from American busi 
next year. The mountain of clips, 
paper and carbons will be created if only 
eight of the 17 million persons listed by 
the government as professional, technical, 
workers or proprietors keep a du- 
plicate of the expense account they fill out 
every two weeks on the average. The 
nearly 200 million extra copies would fill 
40,000 file drawers, says W. J. Suchors 
general sales manager of Uarco, Inc., who 
came up with the figures while his com 


ness 


sales 


196 


pany was devising a form to simplify the 
record keeping. According to Mr. Suchors, 
the mountain is higher from the govern 
ment’s point of view. If all & million 
people on expense attach two 
itemized back up 
their claims on line 5 of the 1040 income 
tax form, the government will receive 16 
At 200 
a stack 6,600 ft. 
Revenue Service to 
3,000 oF 


accounts 


sheets of expenses to 


million additional pieces of paper 
sheets to the inch, that’s 
high for the Internal 
handle Chey will need another 


so file drawers to store this paper. 


N.Y.U. Workshop Seminars 


Paperwork Management is one of 14 
workshop seminars offered by the Manage- 
ment Institute, New York University, ac 
cording to Dr. Denis Sinclair Philipps, 
institute director. Milton Reitzfeld, man-’ 
agement consultant and director of the 
Third Naval District’s management assist- 
ance office, will conduct this seminar on 
Wednesdays, 6:15 to 8 p.m., Feb. 5-April 
30. Data on all seminar subjects can be 
had from Dr. Philipps, N. Y. U. Manage- 
ment Institute, New York 3 


Top Executive Pay Increases 

American 
creased the amount paid top executives by 
an average of 5.1% in 1956, according to 
a survey of top management compensation 


and Canadian companies in- 


This 
1955. 
high- 


Assn. 
increase in 
35.000 
more than 3,800 


by American 
compares with 
The study covered 

ranking executives in 
companies of all sizes and types. Top 
management compensation in smaller 
companies varied in direct relation to size, 
product and market served, much as it 


Management 
a 5.99% 


some 
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OUTSTANDING VALUES FOR EVERY MAILING DEPT.! 


=—— — — — ee mee 
-_ Tn -- aoe 


cg in, _ 


ite 


/ (New MARTIN YALE \ \ 


UTO aay \ AUTO- OPENER J 


automatic 
ENVELOPE 
OPENER 


An unusual, new automa- 
tic envelope opener with 
high-cost features at bud- 
get price. 








Makes seven most popular 
folds in letters, invoices, 
circulars,and many others. 


INCLUDES | FEATURES — 


@ Automatic Conveyor-Stacker @ Completely Automatic 
@ Gravity Feed | @ Fast & Economical 

@ All Electric Operation @ Space Miser 

@ Easy Adjustment e Complete Safety 

@ Speedy Production @ All Electric @ 

® Beautiful Finish @ Attractive Finish 

@ Full Guarantee ® Fully Guaranteed 


F At the unmatched 
Budget we $149" low price of $9Q% 


plus F.E.T. plus F.E.T. 
































MARTIN YALE, INC. 
2100 W. Fulton St., Chicago 12, lilinois 


For More Information Circle No. 346 
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“My Office Typist gives me speedy 
type composition right in my own 


office . . . with VARI-TYPER”’ 


», “Spaal” 


4 





**| get better job control and save 
as much as 75% on printing costs 


4 


with VARI-TYPER”’ 





VARI-TYPER can cut Your 
office printing costs, too! 


See how quickly you'll prepare copy 
and get better job control, too... 
whether its a bulletin, office form, 


Why pay high prices for outside type- 
setting when Vari-Typer can do the 
job right in your own office at a 


fraction of the cost. 


Easily operated by your office typist- 
Vari-Typer with hundreds of instantly 


price list, etc. 


Write today for more information — or 
ask your nearby Vari-Typer Man for a 


changeable type faces ... automatic- 
ally evened margins produces 
clean, professional-looking type-com- 
position ready for any printing or 
duplicating method. 


free demonstration. 


Text by Vari-Typer 
Headlines by Headliner 


Looks like a typewriter... writes like printing. 


VARI-TYPER CORPORATION 


712 Frelinghuysen Avenue, Newark 12, New Jersey 
Subsidiary of Addressograph-Multigraph Corporation 
For More Information Circle No. 348 
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varied by industry classification and size 
in the larger ones. Also, amounts paid in 
smaller companies varied with the num- 
ber of positions at top management level. 
When the business grows beyond where it 
can be supervised by one man, the next 
position added in most cases is someone 
to supervise manufacturing. Generally, in 
small companies as the number of officers 
increases the average compensation to 
each officer decreases. A man responsible 
for a combination of functions is paid 
more than one_ responsible for one 
function. 


In 1956, companies surveyed increased 
sales by 7.8%, on the average: showed 
a 5% gain in net profits; and paid their 
top management 5.1% more. In 1952 
when there was an overall decrease 
in net profits, top management compensa- 
tion remained virtually unchanged com- 
pared with the previous year. But eco- 
nomic trends in 1956 were less consistent 
among industries than they had been in 
preceding years. There also was consider- 
able variation in compensation practices. 
For durable goods manufacturers, for ex- 
ample, sales increased 5.4% in 1956 over 
1955; net profits decreased 6%; and man- 
agement compensation increased 3.1%, 
normal increases in salaries and pension 
contributions being offset by lower bonus 
payments. For non-durable goods manu- 
facturers, sales increased about 7%; net 
profits increased 10.1%: and compensa- 
tion of top executives went up 6.2%. 


Payments were made under some kind 
of bonus incentive or profit-sharing plan 
by about 54% of the companies in the 
survey to about 58% of executives. Such 
payments amounted to about 15% of total 
compensation paid all executives. The per- 
centage of companies paying bonuses, and 
of executives receiving them, increased 
slightly over 1955 but amounts as per- 
centages of salaries were slightly smaller. 
More than 70% of the companies reported 
contributions to a retirement plan for 74% 
of executives, amounting to about 10% 
of their salaries as in the previous year. 
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Systems & Procedures Course 


American Management Assn. announced 
a systems and procedures course at the 
AMA Academy, Saranac Lake, N. Y., in 
three parts: April 7-11, May 5-9, June 2-6. 
Literature from American Management 
Assn., 1515 Broadway, New York 36. 


Policyholder Improves Form 

A policyholder’s suggestion for improv- 
ing the company’s premium notice forms 
were adopted by Mutual Benefit Life In- 
surance Co., Newark, N. J. The policy- 
holder is Edward Flannery Jr., a senior at 
Denver University College of Business. 


Manpower & Diners’ Club 

The affiliation of Manpower, Inc. with 
the Diners’ Club makes it possible for 
Diners’ Club members to charge Man- 
power’s business services in over 100 
American and Canadian cities. A travel- 
ing Diners’ Club member can take advan- 
tage of this service to help him when he 
needs temporary help. The arrangement 
also offers him a desk or phone and other 
office facilities in the cities he visits. 


Business Television Network 

A closed circuit television network with 
links in all major cities is underway by 
Tela Electronics Div., Meilink Steel Safe 
Co., Toledo, manufacturers of GianTView 
projection equipment. According to S. R. 
Akers, Meilink president, the network will 
be composed of Tela Electronics dealers, 
all of whom will have the necessary equip- 
ment and be trained to operate and service 
it. This will eliminate costly transportation 
of projection receiving equipment and per- 
mit prompt arrangements for closed circuit 
business programs. Links between cities 
will be handled conventionally by AT & 
T’s long lines transmission. W. R. Smith, 
sales manager of the division, is network 
sales manager. He was formerly vice 
president of the East-West TV Network, 
Toledo. Details from GianTView Closed 
Circuit Television Network, 901 Livernois, 
Ferndale 20, Mich. 





An Office Systems cial printing is being done in some 
Printing Press 


office printing departments, this article 
deals only with what we know as sys- 
tems printing 


Every business transaction is imple- 
M°: ABLE TYPE and the printing mented by various documents or forms 


press were originally designed to. and these are seldom alike in 


every 
mechanize the arduous task of copying 


detail. This difference, or variable copy, 
manuscripts which, up to then, had been _ is what distinguishes office systems print- 
done manually by clericals (clergy):in’ ing from commercial printing. The 
Europe. So printing was originally a_ office requires reproducing 
clerical method but its applications were 


machines 
which can turn out not only a quantity 
so varied that it became an industry of like copies, but one or a few copies 

in itself. Within the last several years, of good printed quality—fast and with- 
however, printing has returned to the out fuss or muss. 


For one such pur- 
office. Modern office printing is different pose, the offset 


process has been per- 
than that done in commercial printing fected. It’s an offspring of the age-old 
plants. It’s simpler and cleaner, and lithographic printing process but it has 
it can be done by all white-collar work- come a long way since it entered the 
ers, male and female. While it is true office. This is probably best illustrated 


that work comparable ,to fine commer-__ by a description of what can be done 


THE REAL "FIRST" 
IN ERASERS 
For Outstanding 
Convenience & Time-Savings! 

WIDESPREAD USE proves the popularity of this first really 
new eraser in years! 444” cylindrical rubber stick cleanly en- 
cased in attractive, transparent plastic holder. Balanced “feel”, 
ideal fit, between thumb and fingers. Not a mechanical gadget. 

~How Do You JET IT OUT? 


Just unscrew the tip and move the eraser forward. 


World's Quality Standard Weldon Roberts Rubber Textures: 


NO. 825 NO. 827 NO. 838 
Red Rubber Gray Rubber core Green Rubber core, for 


t 


10 AERO 


ay 


, for for erasing ink erasing ball point pen f ag 
vencil erasing and typewriting & pencil writing ly 
1 2 


( Style for General Use. B W yle for Typist ve fills he 


ORDER YOUR 
WELDON ROBERTS JET ERASERS TODAY 


FROM YOUR STATIONER! Waldon Rofents 
WELDON ROBERTS RUBBER CO. Enransu> 
365 Sixth Avenue Newark 7, N. J. Correct Mistakes in Any Language 


World's Foremost Eraser Specialists 


pet 


cae urmpngmecaen, 
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with a modern offset duplicator. 

Let’s look at one of the most recent 
the Davidson Dav-A- 
Matic. Five years ago, Davidson Corp. 


on the market, 


invited executives from all types and 
sizes of businesses to contribute sugges- 
tions on what they considered the ideal 
requirements for an all-purpose offset 
duplicator. The executives agreed on 
five key features: (1) a fast method of 
changing paper masters to speed up 
work; (2) a method by which different 
sizes, weights, quantities and colors of 
paper could be fed to the same paper 
master for systems work; (3) simplified 
controls which any office worker could 
operate; (4) sit-down operation to elimi- 
nate operator fatigue; (5) clean, sharp 
reproduction of copies. 

Among the Dav-A-Matic’s features 
is the Automatic Plate Changer, or 
APC, which automatically changes 
paper masters. It attaches the master 
to the plate cylinder while the machine 


Davidson Dav-A-Matic offset duplicator. 
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KEEP FACTS AT 


YOUR FINGERTIPS 
with Graffco SIGNALS... 


theres a Style designed 
for every record system... 


New GRAF-LOK 
that locks on 
Slotted cards for vertical 


records in constant use... 


2 NU-VISE 


projecting 
vertical 


for all other (f 
systems... 


metal_NU-VIZ b7 and 
trangharent CELLUGRAF 


for all visible systems... 


and CRIMPGRAF 


for protected 
visible cards... 


all Graffco Signals supplied in 
full variety of colors and sizes 
Also Graffco MAPTACKS 
ond MAP FLAGS Fr 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 216 
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BOTTOM LINE | is running, allowing continuous dupli- 

cating. It also ejects the paper master 
CARD HOLDER automatically, eliminating manual 
Controlled Front mounting and removal of plates. The 


Feed Stop Gives : 
Precision ejected master serves as a separator be- 


Alianment ; ‘ 
tween the copies which have been run 
For fast, accurate , 
typing of bottom and the copies from the new master. 


line index on all . ; . 
visible cards The machine will run all day without 


10 Card Sizes — $2.00 to $2.45 | stopping to change masters. 
PALSON MFG. CO. A Universal Systems Feed combines 
280 Main St., Worcester 2, Mass : 
For More Information Circle No. 217 


an automatic suction feeder with an 
| auxiliary hand feed board. The suction 

BOTTLENECKS feeder provides rapid feeding of sheets 
| of the same size for volume duplicating 
from a paper master, as in duplicating 
purchase orders and similar forms. The 
hand feed board permits feeding of 
sheets of other sizes and weights to 
the same paper master for duplicating 








selected information, such as names and 
addresses for shipping labels, items for 
billing, inventory, control, tax records, 
etc. 

For operations in which the Auto- 





matic Plate Changer is not required, 


TR + T furnishes accurate data 
on office machines, systems, 
processes — on tape! Records 
on-off time of equipment, 
productive time of personnel. 
Provides impersonal time-study 
information, true cost-accounting, 
preventive maintenance data, etc. 


Continuous 4-month 
tape— needs no ink. $65 


standard. 


INSTRUMENT CORPORATION 
657 BROADWAY.NEW YORK12.N.Y 


Please send Brochure ‘‘0’’ and 
price lists on TR + T. 


Name 
= Company 
= Address 

Ee City State The Automatic Plate Changer allows con- 


eeeeserneeseeceeeeesse tinuous operation. 
For More Information Circle No. 218 


(a as Compaen, aan ean 
O,°9 0 000 


NS MP5 go 


6930 


“ 
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92,0 © 60 0 0 
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So “Oe, 
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Prove it to yourself!!! 


Duplisette te 3 


READY-MADE 


SECOND-SHEET & 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you've used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 8% x 11 in white, 
canary, pink, blue & 
green. 


Send for FREE 
SAMPLES—today! 








DISTRIBUTORSHIPS AVAILABLE 
CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, 'N. Y. + WOrth 6-1454 


For More Information Circle No. 364 


For Building Business with: 


e BINDERS 
e FOLDERS 
e PRESENTATIONS 


LISHED — 116 page catalog 
aan YOURS FREE 


for every business need 
Write Today 
INDER CO., INC. 
ELBE FILES See acsepentes 
411-FOURTH AVE 


5 reo 1S 
+ mANUFACTURERS OF LOOSELEAF 


Dept. O-3 
Fos More Information Circle No. 365 
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| magnetic 


Visual Control 
| Systems 
Put Your 
Business 
Operations 


at Your Fingertips 
Guaranteed permanent magnetic 
indicators that can be quickly 
placed and stay put make the 
Maggie Magnetic control system 
completely flexible with limitiess 
signalling and charting possibili- 
ties. You tailor it to your in- 
dividual records. Moreover, it 
cuts errors, clerical ccsts and 
raises efficiency. Low in cost, 
too... packaged kits begin at 
$49.50 

For further information, 
write to: 


ed Te 
— a? -.~ 

- ~ 
£ ~ 


a . . . 
{ maggie magnetic inc, 
*._ 39 W. 32nd St.. N.Y. 1. NY - 


=e 


x 
¢ 


pearonnniy wor | 
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SECRETARIES ACCLAIM 
The ALL NEW 
—Jreconite 








Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 


and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 


38 Mt. Hope Avenue @ Rochester 20, N. Y. 











For More Information Circle No. 366 
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in a vise-like grip. It can handle any 
type of plate: straight, serrated, oval 
hole, round hole or pin bar. The opera- 
tor simply inserts the plate, slides it to 
the desired sidewise position, then starts 
the machine. While simplifying semi- 
automatic operation, this also permits 
the use of overlays or block-outs for 
duplicating selected portions of the 
mastel 
A feature especially important to the 
operator is the Automatic Blanket 
Cleaner, which removes the inked image 
The Universal Systems Feed for both auto- from the blanket at the flip of a lever 
matic and hand feeding. 
while the duplicator is running. This 
there is a Master-Minder Plate Clamp eliminates stopping the machine or 
which holds the paper master or pre-  hand-turning cylinders, and does away 
sensitized plate firmly in position with- with messy cloths, ink-stained fingers, 
out manual locks or levers. The clamp smudged plates and fingerprints on 
is essentially a bar extending the full copies. 
width of the cylinder to hold the plate All major functions are controlled 





W-2 TAX FORMS 


the fastest selling tax form in the country 


. all One typing takes care of all fil- 
officially ing requirements for Federal, 
rove wecxome ax stars’ | State and City returns. _ 
ape we The easiest tax form to write, ad- 
dress, separate, mail, file. Avail- 
able for all machines including 
N.C.R., IBM & Burroughs. 


N. Y., N.C. 
3-PART 4-PART 5-PART 5-PART 
IBM CARD 


1.50 1.85 2.45 2.95 











WRITE OR PHONE YOUR ORDER. yo ee oo 
Send for complete price lists on Redifixt 


W-2 with journal sheet, marginally 4.35 5.45 6.75 7.85 
punched continuous W-2 forms for tabu- 8.80 11.00 12.75 16.85 
lating, and Redifixt W-2 forms for 

N.C.R., and complete catalog of business 13.20 16.50 19.75 24.75 
forms for every requirement. For your imprint if desired add $3.00 


CONSOLIDATED BUSINESS SYSTEMS, INC. + 30 Vesey Street, New York 7, N.Y., BArclay 7-3687 


Distribution centers at New York, New Brunswick, N.J., Durham, N.C, Chicago, IIl., Sacramento, Calif 
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by finger-tip levers at the front of the 
machine, clearly marked as to function. 


This simplifies operator training and 


tests have shown that an office worker 
can learn how to operate the machine 


in a few hours. The five basic functions 


which the operator controls from a 


seated position at the front of the ma- 


chine are inking, dampening, paper 


feeding, plate changing and_ blanket 


cleaning. 


Master-Minder Plate Clamp for semiauto- 
matic operation of the Davidson Dav-A- 
Matic. 
Another feature is the sheet detector 
which automatically disengages the im- 
should a fail to 


The flow of ink is also stopped but the 


pression sheet feed. 
machine continues to run 
and ink flow are automatically restored 
when the next 

Finished copies are delivered to the 
mounted 


Impression 


sheet feeds 


receiving tray an angle at 
the top of the machine. Copies are 
visible to the seated operator and can 
be inspected while the machine is run- 
ning. A variable speed drive, which 
provides a selection of speeds up to 
6,000 sheets per hour, is controlled by 
the front of the machine, 
which can be regulated while machine 


is running. 


a lever, at 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in your office. 


Order ia your supplier or write to: 
HU Products Corp., 
~«, 820 Greenwich St., New York 14, N. Y. _ 


For More Information Circle No. 219 


DRAWING INSTRUMENT 
FOR DUPLICATING 


Fine lines and detailed draw- 

ings are easy to make on dupli- 

cating stencils and spirit 

masters with the ELECTRO- 

STYLUS Use it like a 

fountain pen. Trace artwork, 

Get perfect reproduction with- 

out lines spreading. Draw over typewritten copy—stencils 
won't tear. ELECTRO-STYLUS, with 5 different points, 
only $14.50 postpaid. Moneyback guarantee. 


ELECTRO-STYLUS, Forsyth, Missouri 
For More Information Circle No. 220 


MANUFACTURERS OF DURALUMINUM 


we ga HOLDERS oui 


AUN CO., inc. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 221 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely wher 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
in (3 heights — 
Send for Circular 
56-0 and prices. 
. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, III. 


More Information Circle No. 222 











Kassebohm Succeeds Jessup 

Edgar B. Jessup, president and general 
manager of Marchant Calculators, Inc., for 
a quarter of a century, reached retirement 
age and retired Dec. 31. He has been 
appointed chairman of the board and will 
also act in an advisory capacity. Walter 


Walter Kassebohm 


Edgar B. Jessup 


Kassebohm, executive vice president, suc- 
ceeds Mr. Jessup as general manager. Mr. 
Kassebohm has been with Marchant for 
19 years and became a vice president in 
1953. Mr. Jessup spent 42 years in the 
office equipment industry, 40 of them in 
the marketing and manufacture of cal- 
culating machines. He came to Marchant 
in 1933 and its steady growth since then 
has been under his leadership 


Eastern Corp. Sales Manager 
Appointment of Charles (“Chuck”) De 
Zemler Jr. as sales manager of Eastern 
Corp., Bangor, Me., makers of Atlantic 
Bond and other fine business papers, was 
announced by Harold Holden, president. 
He entered the paper industry in 1935 
with Brightwater Paper Co. In 1947 he 
became assistant sales manager of Rein- 
hold-Gould, Inc. In 1953 he joined East- 


206 


ern Corp. as assistant district sales mana- 
ger in the Chicago territory. As 
manager he will make his headquarters in 
the company’s New York office at 60 East 
42nd St. 


sales 


Honeywell Elects Finke 


Walter W. Finke, 
president of the 
Datamatic division 
of Minneapolis-Hon 
eywell Regulator Co. 
elected a vice 
president of the cor- 
poration, Paul B. 
Wishart, president, 
announced 
Mr. Finke will con- 
tinue as head of 
Datamatic which is producing large-scale 
electronic data processing systems in the 
$2'2-million office automa- 
tion. Prior to assuming direction of Data- 
matic’s operation in 1955, Mr. Finke served 
with the parent firm, Honeywell, in execu- 
tive positions since 1950. 


Was 


Walter W. Finke 


category for 


Meilink Officers 


Three key execu- 

tives of Meilink Stee! 

Sate Co. were 

elected officers and 
directors of the firm 

by the board, it was 
announced by S. R. 
Akers, president. 

Named vice _presi- 

dents were C. C. 

ae Penske, general sales 
C. C. Penske manager, and Fred 
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R.C.Allen MACHINES 


my | 3 MAKE YOU AN 
EXPERT 


the only 10-key 





adding machine with. 




















amemory 


The only 10-key adding machine with the Memory-Recall feature is 
the R. C. Allen! Press M to hold any figure, sub-total or total for later 
use. Figure anything you wish while the machine remembers the origi- 
nal figure for you. Press R when you want to recall the last printed 
figure as debit or credit. Any operator will be a faster, more efficient 
expert with the R. C. Allen 10-key’s flawless memory and short-cut 
multiplication feature. No other 10-key machine can do more than the 
R. C. Allen! No matter what your business, if you need an adding 
machine as a silent partner, call your R. C. Allen dealer. 


WRITE FOR FREE LITERATURE AND FREE SHORT CUT MATH TABLES 


R.C.Allen Business Machines, Inc. 2) 


Adding Machines - Analysis and Bookkeeping Machines. Cash Registers - 


Typewriters - Safes and Files - Carbon Paper and Ribbons - Aircraft Instruments 


668 FRONT AVE N. W.. GRAND RAPIDS, MICHIGAN 


For More Information Circle No. 358 
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lightning fast! 
fully automatic! 


BATES ‘56’ 
ELECTRIC 
STAPLER 





And for steady, six outstanding features: 

continual operation completely automatic — operates at touch of the 
the big MODEL “c” paper. The hand doesn’t have to touch the machine 
BATES ELECTRIC standard staples — holds 210 standard staples — 

ae does not require expensive special staples 

: a es a stapler easily removable — uses standard Bates “56”. 
taples electrically. Stapler not integral part of electric unit 

Fastens up to means continuous, dependable service 


20 sheets. Single or adjustable depth gauge -— staples go where you want. 
double stapler heads. No guesswork. 


soft rubber base — prevents slipping, marring desk. 


safety-matic — Current cuts off during loading. 
All moving parts covered. Really safe 
no chance of finger injury. Available in Gray, Tan, Green. 


Write for further information to Dept. 20. 


ee - 7.0 8 2 Mrlicladlai mee 


Orange, New Jersey 
New York Office, 30 Vesey Street, New York 7 


For More Information Circle No. 208 
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C. White, general plant manager. Jesse 
Siskind, accounting and credit 


was elected secretary 


manager, 
All three were also 
named to serve on the board of directors 
Each will continue to supervise the sales, 
production and financial divisions of the 
firm besides taking on their new responsi- 
bilities. Meilink has advanced rapidly in 
the past few years to become a leader in 
the manufacture of fire-resistant safes and 
office files. The Toledo plant has been 
expanded to 100,000 sq. ft. The company 
recently diversified its operation by estab- 
lishing the Tela Electronics Division to 
manufacture projection television equip- 
ment. 


Smead Sales Manager 
Richard Fuller 
Was appointed sales 
manager of Smead 


Mfg. Co., it was an 
nounced by Orvin 


| Moen, general man 


—_— 


ager, who said, “This 
appointment Is to ex- 
pand sales promo 
tion activities and 
further 
control of sales and 
dealer service.” Mr. Fuller joined Smead 
in 1947 and has represented the filing sup 
ply manufacturer in various parts of the 
country 


; : coordinate 
Richard Fuller 





New 80,000-sq. ft. 
plant of C. Howard 
Hunt Pen Co. at 
Statesville, N. C., 
now in_ operation. 
George E.  Bartol 
3rd, president, said 
that company offices 
will remain in Cam- 
den, N. New 
plant has more space 
for manufacture of 
Boston Pencil Sharp- 
eners, Speedball Pens 
and other products. 
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Heads Executive Division 

Albert C. Bueh 
ler Jr., vice presi 
dent, Victor Add- 
ing Machine Co., 
appointed di- 
rector of the com- 
pany’s executive di- 
vision. Mr. Bueh 
ler, who marked 
his 15th anniver- 
sary of service last 


Was 


Albert C. Buehler Jr. 


year, also heads 

Victor’s expansion into the electric car and 
electronics fields as director of the negoti 
ated division. In addition, he is president 
of Janette Electric Mfg. Co., a wholly 
owned Victor subsidiary; Vamco Intercon 
tinental Ltd., an export subsidiary; and the 
Victor Foundation, a non-profit 
tional and charitable institution 


educa- 


Plans Portable Expansion 


Smith-Corona, _nc., 
to purchase a 600-acre site near Cortland 
N. Y., for future expansion of its portable 
typewriter operations, it was announced by 
Eiwyn L. Smith, president, who said, “We 
anticipate the expand portable 
typewriter manufacturing facilities because 
of the demand for this product which has 
shown significant increases in each of the 
last three years.” The site is convenient 
to the company’s Groton and Cortland 


signed an agreement 


need to 





E-Z SORT SYSTEMS 
save time and money 
in every department... 


Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 
Purchasing 
Manufacturing 
Inventory 
Sales 

e Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second S?., Dept. 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 CMioces to Serve You. 


For More Information Circle No. 271 
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plants where portable typewriters and sub- 
| assemblies are manufactured. No date has 
| been set for construction on the site. 


! 
| 
| 


Hobson Miller Elects Griffin 


Election of George 
W. Griffin as execu- 
tive vice president 
and member of the 
firm of Hobson Mil- 
ler Paper Co., was 
announced by Hob- 
son Miller, president. 
Mr. Griffin will be 
in charge of all mar- 
keting functions of 
the New York fine 
paper firm. He was manager of sales for 
Eastern Corp. and, prior to that, associated 
with Gilbert Paper Co. as sales manager 
of its New York Office. He has a back- 
ground of 15 years in the paper industry. 


George W. Griffin 


Systems & Procedures Division 

K. P. Morse, executive vice president 
and general manager of Standard Register 
Co., Dayton, Ohio, announced formation 


| of the Systems and Procedures Division by 


the business forms company, directed by 
Ben S. Graham. The functions of 
the new division are and pro- 
cedures, data processing and development 
of control reports for management. Mr 
Graham joined Standard Register as a 
systems specialist in New York, transfer 
ring to the head office in 1944 where he 
has served in various capacities. For more 
than 20 years he pioneered in the de- 
velopment of paperwork simplification, 
systems analysis and related management 
techniques. In recent years he has done 
much to stimulate interest in the field 
through his discussions before business 
groups throughout the U. S. and Canada. 


major 
systems 


Photocopy Desk Promotion 


A recent issue of Haskell of Pittsburgh’s 
monthly Desk Memo to dealers illustrates 
the advertisements of a number of photo- 


| copy manufacturers to call attention to the 


new Haskell Photocopy Desk. The folder 
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RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 


A 24-page illustrated reprint from the Oct.-Nov. issues of THE OFFICE. 


EVERY COMPANY, large or small, needs 
a forms control program. Often it is 
not an easy matter to fit such a program 
into the organization. Various methods 
are available. 

Here, a forms expert shows how you 


can fit the pawgram into your own organ- 
ization. He gives the entire procedure 
for installing a successful forms control 
program. Even if you now have a forms 
control program, you will find this book- 
let both informative and interesting 


OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 


Please send me 


tance. [] Send invoice. 
Name 

Company 

Street 


City 
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copies of the reprint, "HOW TO ORGANIZE, ‘SELL’, 
OPERATE AND MAINTAIN A FORMS CONTROL PROGRAM". 


] | enclose remit- 








Rippe Check Writer fappd 


Gives the same POSITIVE 
PROTECTION as 
costil p to $500 


machines 


Nippo Machine Industry to, Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 











For More Information Circle No. 272 


OF - THE-MONTH 
“KNOWN BY THE COMPANY IT KEEPS - LAUGHING” 
pr. £3 Build good will for your Company 
 /,S> es, Magazine with cartoons by America’s 
% wh yw? favorite artists. For samples -prices 
x =) _/~send publication name and circulation 
CARTOONS-OF-THE-MONTH, ROSLYN 3, N.Y. 
For More Information Circle No. 273 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


IOS) ANZ Insist on @ 
pu TURIS TE, YZ "Futuristic" 


——— , == §.Star Platen 
— =F for 


oe 7) 3 ™ Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 














For More Information Circle No. 274 _ 


CASH REGISTER 


WORLD 
WIDE 
SERVICE 


HIGHEST 
QUALITY 
PRODUCTS. 


CASHERE 


Successor to International Cash Register & Parts Co. 


CORPORATION 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 275 


tells how dealers can profit with this func 
| tional desk since so many offices now use 


photocopiers 


| Officers of Hygrade 


Samuel B. Lane, who founded Hygrade 
Printing & Stationery Co., New York, in 
1920, has retired as president to become 


chairman of the board. His two sons, 


Samuel B. Lane Robert D. Lane 


Robert D. Lane and William L. Lane, are 
president and treasurer, respectively. Louis 
H. Kessler is vice president in charge of 
production and Emanuel Salzman is vice 
president in charge of sales and promotion 


Multistamp’s 37th Year 


Multistamp Co., Norfolk, Va., pioneer 
in the hand stamp duplicator field, cele 
brated its 36th anniversary last year with 
a 22° business 1956 


increase in over 


Despite increased applications of Multi 
stamp duplicators, principal uses remain 
in freight marking, lot labeling and volume 
addressing. This has saved time, and re 
duced losses by preventing misdirected 
shipments. American Trucking Assn. est 
mates faulty marking still costs $10 million 


yearly in lost or damaged merchandise 
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Most shippers now use cartons printed 
with “ship to” frames for Multistamping. 
This eliminates label pasting and speeds 
freight handling. For literature describing 
the Multistamp method of addressing and 
shippers’ record keeping, Circle No. 176. 


Smead Education Awards 
third awards program, 
United Business Education Assn. and 
Smead Mfg. Co. honored 216 business 
teachers with an award of merit for out- 
Standing achievement in business educa 
tion. Presentations were made at colleges 
and universities that are members of the 
National Assn. for Business Teacher Edu- 
cation 


In the annual 


NSOEA Streamlines Exhibit 

For greater ease in coverage by dealers, 
the displays at the National Stationery & 
Office Equipment Assn. exhibit this year 
will be departmentalized by types of prod- 
ucts. Three days, Sept. 27-29, will be de- 


voted exclusively to the exhibits in the 
Conrad Hilton Hotel, Chicago. The con- 
vention’s business will be held 
Sept. 30 and Oct. | 


sessions 


Stevenson & Smith Executive 

John J. Stevenson 
Jr., president, Ste- 
venson & Smith, 
Inc., Newark, N. J., 
business systems spe- 
cialists and forms 
printers, announced 
the appointment of 
John D. Otis as vice 
president. Mr. Otis 
will be in charge of 
the company’s newly 
organized commercial dealer sales division, 
formed to step up the development of the 
company’s national network of dealer 
representation. Stevenson & Smith, Inc., a 
producer of specialty business forms, has 
been among the pioneering companies in 
the development of business accounting 


James D. Otis 


NOW- FOLD-O-MATIC 


has the “CONVENIENCE of a CONVEYANCE”! 


with new 
ADJUSTABLE CONVEYOR 
AND STACKER . 


NEW DESK MODEL FH-5C 


FOLD-O-MATIC 


100% Fully Automatic 


ELECTRIC FOLDING MACHINE 


WITH CONVEYOR BELT 
7 RECEIVING TRAY 


Pe Orrice 


Automatically Folds 120 Sheets per 
Minute (all popular folds) CON. 
VEYS and STACKS Folded Pieces! 


new CONVEYOR ATTACHMENT tokes 
folded pieces ovt of machine with posi- 
tive psecision, regardless of type or 
size of fold. Easily set to exact width 
of folded piece . . . “Stop” Wheels 
prevent jamming 

new DEEPER STACKING TRAY holds 
larger quantity of neatly stocked 
sheets. 


new “SNAP-IN" CONSTRUCTION of 
conveyor ond troy permits compact 
storage. 


plus ALL THE OTHER EXCLUSIVE EX- 
TRAS that meke FOLD-O-MATIC—now 
more than ever the world’s finest office 
folding machine, regardless of price! 
EXTRA! Increosed-power universe! metor. All 
moving ports of hardened steel, with self- 
lubriceting Oilite end ball beerings. New feed 
end power mechanism eliminetes geors 


PRINT-O-MATIC CoO., INC. 


724 W. Washington Bivd 


For More Information Circle No. 269 
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° Chicago 6, Illinois 


ust $s] 99 Plus FET 


Also monviocturers of famous Cord 
Size Duplicetor, Diegrephy Dvupliceting 
Compound, Priet-O-Matic Stencil Dupli- 
cotors (6-A Electric, 5-A Manvel) 


SEE THIS ASTONISHING LOW. 
COST Automatic MIRACLE” 


WRITE FOR 
COMPLETE 
DETAILS 











SPEEDLINER DUPLICATOR 


Prints from 1 to 5 colors at one time 
without ink. No muss, no fuss. Turns 
out copies quick when you need them. 
Takes any size from post card to 8!/2x14. 
Prints 40 to 60 copies per minute. Easy 
to use—anyone can run it. The Speed- 
liner is a sturdy compact machine that 
will give you years of service. Price only 
$74.50 plus $4.47 federal tax 


Write for Free Information 
and Name of Nearest Dealer. 


SPEEDLINER COMPANY 
Dept. O2 

4404 N. Ravenswood Ave. 
LOngbeach 1-3938 


Chicago 40, Ill. 








For More Information Circle No. 232 





A LIGHT TOUCH 
makes 


NEAT ERASURES 


with a 
RUSH- 


~ fF YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 








Order from your dealer or 
send 50¢ and dealer’s name, 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 








More Information Circle No. 233 


systems. The company is the manufac- 
turer of such specialized business forms as 
Marginsort, Marginalysis, Systocarb and 
Snapart. For the past two years, Mr. Ott 


| 


has been consumer sales manager 


Victor Honors Sundstrand 


Sundstrand, renowned adding 
machine inventor, was honored by Victor 
Adding Machine Company's Victor Foun 
dation which established a $10,000. schol- 
arship fund in his name at North Park 
College & Theological Seminary. Partici 
pating in the presentation were Mr. Sund 
strand, A. C. Buehler, president of Victor, 
and Dr. Clarence A. Nelson, president of 
the Chicago area school. In addition to 
the Sundstrand scholarship, Victor Foun- 
dation include several 
$1500 individual scholarships to qualifying 
sons and daughters of Victor employees 
attending 


Oscal 


ymmnual awards 


colleges of their choice 


Tolet you know 


, GATE 
Pe yy WES COLID 


sion BR H made Parts and 


direct to you at LOWEST PRICES 





pe) 


ow 


C2-201L 
SRE ABIL 











oa PROMPT AND EFFICIENT SERVICE GUARANTEED 


Send for our illustrated Catalogue POST FREE 


ra 
TYPEWRITER SUNDRIES CO. LTD. 
Heod Office’ 30 NEW BRIDGE STREET, LONDON, E.CA4 
For More Information Circle No. 234 
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Apsco Appoints Burg 
A. D. 


sales, 


Farrell, Apsco vice president 
announced appointment of I. X 
Burg to the firm’s newly created post of 
director of merchandising and marketing. 
“Mr. Burg’s appaintment is another step 
in Apsco’s expanding program in customer 
and product development,” Mr 
Farrell said. Prior to his association with 
Apsco, Mr. Burg spent several years head 
ing the advertising and sales departments 
of two leading manufacturing concerns. In 
addition to creating sales aids and plan- 
ning special promotions to assist the Apsco 
dealers to increase their volume on pencil 
sharpeners, punches and. staplers, Mr. 
Burg will devote his efforts to the develop- 
ment of new products and expansion of 
the present market for the Apsco line 


service 


Heads New Products Section 

Robert (Bob) C. Mayhew, former na 
tional service manager, Offset Duplicator 
Division, Photostat Corp., was appointed 
head of the newly formed Special Projects 
Section, created for testing, development 
and demonstration of new products and 
processes. 


New point-of-purchase demonstration dis- 
play and stock storage unit for A. T. Cross 
Company's line of fine gold-filled and 
chrome pens and pencils; pen refills, leads 
and erasers. For information on this Cross 
Demo display, Circle No. 182. 
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ee 
MODERNIZE...for new beauty 
privacy, working efficiency with 


Summed 
STEEL OFFICE PARTITIONS 


FERROMETAL Steel Partitions 
planned privacy —from receptionist to 
president — that avoids distractions, 
boosts morale, increases productivity in 
every office. Easy to assemble, flexible 
in new functional design, they save hours 
and days in installation, provide for sim 
ple rearrangement if change and expan- 
sion demands. Low in cost, they’re built 
for lifetime service of heavy-gauge steel, 
sound-deadened, beautifully finished in 
colors to match your office decor. 


offer new 


Plan Now for Office Modernization! 5 
Write for free illustrated folder showing 
Ferrometal Partition arrangements 

and construction details. Profitable 
dealer territories still available. 


2 
AEE » ervromeetat 


PARTITIONS DIVISION 


MILWAUKEE STAMPING COMPANY 
2532 W. National Ave. © Milwaukee 4, Wis. 
Manufacturers of 
Quality Partitions for Over Thirty Years 
For More Information Circle No. 284 


Also penholders, lead 
holders, office knives, marking 
pencils. At progressive dealers everywhere 


with 
six blades 


WRITE FOR FREE CATALOG TODAY 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 
For More Information Circle No. 285 
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| || Pal deo BEER 
: és PENCIL WEEK 


One of the colorful display pieces available free to dealers from the Lead Pencil Manu- 
facturers Assn., 60 East 42nd St., New York 17. Pencil Week starts Feb. 24. 


Bienfang Expands Plant machines to manufacturing Sebastian 
Bienfang, president, reports that the addi 


Modern offices and additional plant area tions will move the company into a top 
for production at Bienfang Paper Co., 
Metuchen, N. J., was recently completed 
An additional 60% plant increase has 
enabled the company to improve produc- _ line of artists’ papers nationally with broad 
tion rates and add many new, high speed _ acceptance 


IMPORTANTLY 


MONEY SAVINGS 
WITH SNAP-I-SETS 


It’s a money making Snap! Increased efficiency ... time 
saving. Cuts clerical and stenographic costs pius the 
many other advantages now possible with General Multi 
Forms Snap-l-Sets ... utilizing fine one-time carbon. 
Quality lithography that Office Managers agree is far 
superior, yet costs no more. Deserves your investigation 
today. Ask the G.M.F. Sales Company dealer in your area. 


ATTENTION FORMS DEALERS 
Enjoy the repeat business Snap-l-Sets makes possible 
through greater value with higher quality. We do not 
sell and never have sold direct. Write today for our 
remarkable plan. 


GENERAL MULTI FORMS SALES COMPANY 


(Not Associated with any other Printing Company) 
2020 Jo Johnston Ave. P.O. Box 1094 — Nashville, Tenn. 


position in the field. Bienfang Paper Co., 


established in 1927, has marketed thei 














For More Information Circle No. 286 
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1958 ANNUAL OFFICE 
MANAGEMENT FORUM 


ntinued from page 121) 


To Add Recorders 


We have installed electric bookkeeping 
machines in our tax and auditing office 
over the past few years. We feel they are 
a definite advantage over hand posting of 
books and plan to add new jobs that can 
be done by machine. Telephone switch- 
board also installed in 1956 has proved 
very satisfactory. We do not rent office 
machines. We believe it is better to pur- 
chase outright. Maintenance by contract 
with manufacturers of the equipment is 
less costly in the long run 

More paperwork is handled with the 
same number of employees with the ma- 
chines presently in use. We believe we 
can even increase the amount of work 
with the same number of employees with 
proper planning. This year we expect to 
add a Dictaphone installation in the 
Council Chambers for recording of min- 
utes of meetings and also possibly install 


Dictaphone equipment in various offices 


in the City Hall. E. S. FISHER, City 
{uditor, City of Englewood, N. J. 


Punched Card Survey 


We have not to the present date in- 
stalled any electronic equipment. We are 
having Remington Rand conduct a survey 


in our tax collecting office as to the 
feasibility of going into punched card oper- 
ation for our tax billing procedures. We 
do not rent any office machinery of any 
type. 

We are handling more paperwork with 
more employees than a few years ago. 
Any attempt to get by with fewer em- 
ployees has resulted in tardy deadlines. In 
financial affairs of the city, this is not 
permitted by the City Council. Con- 
sequently we employ extra personnel. We 
intend to buy at last one electric type- 
writer, one Addressograph machine, one 
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Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an 
system. In |" 


entirely new 
and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 

PROJECTING SIGNALS 


P + 
’ 4 d 


Ir 
1? 


a ee cg Si 


See your office supply dealer or write direct 


CHARLES C, SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


t 


For More Information Circle No. 267 





SYSTEMS, PROCEDURES 
& OFFICE REPRODUCTION 
CONSULTING SERVICE BY MAIL 


We can help you reduce your operating costs 
and improve efficiency by modernizing your 
present methods, systems and procedures. 


SEND US YOUR PROBLEMS ON 
Filing-Indexing inventory Control 
Order-invoice Production Order 
Sales Record Forms Control 
Ledgers Form Design 
Purchase Order Office Reproduction 
Receiving Report Systems Duplicating 


WRITE FOR OUR OPERATING PLAN 
STATING YOUR PROBLEMS 





IRVIN A. HERRMANN 
752 S. HOOSIER AVE. 
EVANSVILLE 15, INDIANA 
Author of MANUAL OF OFFICE REPRODUC 


TION (The Office) and OFFICE METHODS, 
SYSTEMS AND PROCEDURES (Ronald Press ° 





For More Information Circle No. 268 
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Sawe Mase Beauiliful Eyer 


RITE-LINE copyruoiper 


e TAKES COPY UP TO 20°” 
© PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION ¢FITS IN DESK DRAWER 

e LUNE MAGNIFIER EXTRA 





e SAVES EYESTRAIN 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 227 





PAYMASTER 

















PAYCHECK “OUTLOOK” 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck “Outlook” Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Mlinois 
For More Information Circle No. 228 


2138 


Time Saver For Small Business 


IWDIANA 


CASH REGISTER 


Ruled paper 
roll, on which 
entries are 
recorded, 
spaces auto- 
matically 
upon pulling 
the hand 
lever — Cash 
Drawer opens 
and warning 
bell rings 
ideal for business 


all types of doing over-the-counter 


sales. Sales or payments on account recorded quickly and 
Sales figures can be kept by commodities or 
classified at of entry. All 


end of day for checking 


accurately 
departments and are time 
records and figures available at 
6 popular models 


Dealers—write for details. 


INDIANA CASH DRAWER CO. 
Shelbyville, Ind. 


For More Information Circle No. 229 





y | SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


“*BUEROMARKT' (Office Market) general 
guide printed in GERMAN $6.30 
"DAS RATIONELLE BUERO'' (The 
Office) monthly in German 


semi mor thiy 
Rational 


$9.50 


printed 


Cc 


These vital Trade 


with the 


Journals keep you up-to-date 
Office 


subscriptions or 


German—European Appliance 


market. | reaara ft advertis- 


ing rates contact our American Representatives 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. . New York 6, N. Y. 
Te BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 230 
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calculator and possibly one adding ma- 
chine. We do not see any reason why we 
should not continue the present buying 
patterns that have been established for the 
city. This included a $3300 Sundstrand 
accounting machine from Underwood 
Corp.—VICTOR A. ELLMAN, Director 
of Finance, City of University City, Mo 


Small Personnel Turnover 


This 
tronic 


city has not installed elec- 
equipment. We do not rent any 
machinery. We are handling more 
paperwork with fewer employees than we 
did a few ago. We attribute this to 
the results obtained from late model elec- 
tric typewriters and bookkeeping machines, 
and the further fact that our 
turnover 1s very small. Many of 
ployees have been handling the same type 
of work for many years and naturally 
efficient in their respective fields 
We may replace some of our older ma- 
chines 


any 
office 
years 
personnel 
our em- 
become 
and typewriters with new ones this 
year. Our 1957-58 budget 
the usual level of office 


RALPH I 
City of 


provides for 
equipment pur- 
HAMMAN, City 
Park, Dallas, 


chasing 
Secretary, 
Texas 


University 


Machines for Smaller Firms 


We have not 
equipment 


installed any electronic 
and we do not anticipate doing 
least not in the future, inas 
much as we feel that there is anvy- 
thing on the market at present that would 
ft into the size operation that we have 

We rent IBM = accounting machines, 
which we have been 1945 
We use them to do work 
which would be very 
pro- 


sc, al neal 


do not 


doing 
much 
expensive 
tedious job to do through a manual 
making monthly state- 
about 6,000 acounts each month 
and accumulating monthly totals for other 
statistics. We are handling 
paperwork than we did a 
however, we do have 
Percentagewise, the 

much 


since 
detail 
and a 
cedure, such as 
ments for 
much more 
years ago: 
employees. 
probably 


several 


few 
more 
ratio =s18 


less now than it was years 
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KEEP IT 


Crrfideniod/ \- 


DESTROY OLD FILES, WTAL 
RECORDS, CONFIDENTIAL PAPERS 


AUTOMATIC 
OFFICE PAPER 


@ SHREDDER 
M Add filing space 
by destroying can- 
celled checks, ledger sheets, time 
cards, W2's, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine . . 
shreds papers into unreadable %4” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
¥2 HP motor. Completely safe, and 
easy to operate. Many other sizes 
available, too. 

Ten-Day Trial on any shredder. 

Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. * SALEM, OHIO 
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ago. This year we most likely will be 
investing in some files to be used in our 
accounting procedures, as well as making 
a few machine changes in our IBM equip 
ment. From our observations it seems that 
much is being done nowadays in develop- 
ing new equipment. However, I think it 


is important that the manufacturer gear 


some of the developments to the smaller 


and middle-size companies. Much of the 
advertising, at that which we hear 
about, pretty much geared 
for tremendously large installations which, 
is good. However, there is a 
tremendous field in smaller businesses as 
well. We enjoy reading THE OFFICE 
much. It keeps us up-to-date on the 
developments in office procedures and 
equipment MILTON JACOBS, Assistant 
Treasurer, Western Surety Co., Sioux Falls 
S. Dak 


least 


seems to be 
of course 


very 


Expanding Tabulating Dept. 


We have auxiliary machines in the 
punched card line which utilize electronic 


principles, but we do not have one of 
significance in the computer cate 
gory. The office equipment we rent 


are the Pitney-Bowes postal machines, and 


majo! 
only 


we are now beginning to rent IBM electric 
typewriters. 

Our machine accounting department 1s 
nine years old. Its growth has been gradual 
and, during its existence, many formerly 
non-existent reports and records, as well as 
complications of have en 
tered the picture. Thus, we are unable to 
make a clear-cut analysis of our machine 
method accounting versus the manual 
method. However, studies of our program 


original ones, 


convince us that we are 
volume of 


doing a greater 
paperwork 
with less people and, at the same time, we 
can handle more smoothly the fluctuations 


more complicated 


in work volume. We are getting more and 
more applications on punched cards, which 
means in the last analysis that this depart 
ment will grow E. W. NEI 

SON, Office Chamberlain Corp., 


possibly 


Manage? 


Waterloo, Iowa 


n 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y 


HORDER’S, INC 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, III 


CARPENTER PAPER CQ. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND - 
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National 


ener 


Personnel Div., American Management 
Assn., Palmer House, Chicago, Feb 17- 
19. 


Southern California Business Show, Am 
bassador Hotel, Los Angeles, Feb. 25-28 


National Office Furniture Assn., Conven- 
tion Hall, Philadelphia, March 28-31. 


Western Joint Computer Conference, Am- 
bassador Hotel, Los Angeles, May 6-9. 


Assn. of 
Leamington, 


National 
Hotel 
7.9. 


Educational Buyers, 
Minneapolis, May 


U. S. World Trade Fair, Coliseum, 
York, May 7-17 

New York Stationery Show, New Yorker 
Hotel, May 18-23. 


New 


American Society for Personnel Adminis- 
tration, Benjamin Franklin Hotel, Phila- 
delphia, May 19-21. 

National Society for Business Budgeting, 
Roosevelt Hotel, New York, May 22-23 

Institute of Internal Auditors, Statler Hotel, 
Detroit, May 25-28. 


Controllers’ Congress, National Retail Dry 
Goods Assn., Muehlebach Hotel, Kan- 
sas City, Mo., May 25-29. 


National Office Management Assn., Con- 
rad Hilton Hotel, Chicago, May 25-29 


Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, June 1-3. 
American Institute of Industrial Engineers, 
Statler Hotel, Los Angeles, June 12-13 


Accountants Assn., 
Hall, Atlantic City, 


National Machine 
Chalfonte-Haddon 
June 18-20. 


National Assn. of Accountants, Conrad 
Hilton Hotel, Chicago, June 22-28. 


Office Machine Dealers Assn., 
Hotel, Milwaukee, June 29- 


National 
Schroeder 
July 2. 

Sept 


American Bankers Assn., Chicago, 


21-24. 


Life Office Management Assn., Chalfonte 
Haddon Hall, Atlantic City, Sept. 22-24 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 27-Oct. 1. 


National Institute of Governmental Pur- 
chasing, Statler Hotel, Boston, Oct. 5-8 


American Institute of Certified Public 
Accountants, Statler & Cadillac Hotels, 
Detroit, Oct. 11-16. 


National Business Show, Coliseum, New 


York, Oct. 20-24. 


National Assn. of Bank Auditors & Con- 
trollers, Statler-Hilton Hotel, Dallas, 
Nov. 3-5. 





PROFIT 
IN FORMS 


New Carbonless 
Forms, Too! 





— — > STATIONERS ... PRINTERS... AGENTS... 


1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME (S%as5asg¢° CARBON FORMS 
The 1,015 dealers who sell 


lucrative discounts 
- +» protection on repeats. 
ing (Snap)-Easy money—So can you! Write today! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 


Snap-Easy Forms get 
. +. their own imprint on forms 
1,015 dealers are mak- 
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THE ONLY BOOK 


‘OF ITS KIND! 


IRVIN A. MERRMANN 


Price $3.25 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me 


Name 
Company 
Street 


City 


Describes all office reproduction and 
duplicating processes. Time-saving charts 
show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 


tells when not to use certain methods. 


Includes: 


CARBON PAPER 
SUBSTITUTES FOR CARBON PAPER 
GELATIN HECTOGRAPH DUPLICATING 
FLUID DUPLICATING 
STENCIL DUPLICATING 
RELIEF DUPLICATING AND PRINTING 
OFFSET DUPLICATING 
PHOTOGRAPHY (CAMERA) 
CONTACT PHOTOCOPY 
CONTACT PRINTING 

(TRANSLUCENT MASTER) 
FACSIMILE MASTER PREPARATION 
AUTOMATIC TYPEWRITERS 
AUTOMATIC DATA PROCESSING 
COMMUNICATION TRANSMISSION 
FACSIMILE TRANSMISSION 
PUNCHED CARD DATA TRANSMISSION 
IMPRESSION STAMPS 
ADDRESSING METHODS 
TABULATING MACHINES 
SIGNATURE MACHINES 
OTHER IMPRINTING MACHINES 
BINDING AND FINISHING EQUIPMENT 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 


advertising by duplicator manufacturers, 


with Buyer's Guide index). 


copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. | enclose remittance. Send invoice. 


State 
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MANUFACTURERS 
& EXPORTERS TO 


LATIN 


AMERICA 


Annually the entire Latin American continent will absorb a very impressive 
volume of your products. There are 19 countries in Latin America where 
all the office equipment and stationery importers, distributors, dealers and 
larger users receive La OFICINA. They keep it, refer to it as a guide and 
reference all year long. 

The need for all office products in Latin America is increasing steadily 
as business and industry develop. Tell these prospects and customers about 
your products in the 1958 La OFICINA. Its advertising rates are low—its 
coverage is complete. Your advertising in La OFICINA is basic to estab- 
lishing and building a profitable Latin American trade. 


Write Yow! 


OFFICE a 
PUBLICATIONS 


COMPANY icina 


232 Madison Ave. New York 16. N.Y. REVISTA DE EQUIPOS PARA OFICINAS 





Circulation—10,000 
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As We oo: 














Nationwide emphasis is now being directed to 
the training of more personnel for scientific and 
engineering jobs and, undoubtedly, the publicity 
and the inducements offered by firms requiring this 
type of personnel will increase the number of stu- 
dents majoring in such subjects. Scientists and 
engineers are, of course, white-collar workers and 
certainly their activity results in the production 
of much paperwork in the form of reports, blue- 
prints, etc. But the scientists and engineers them- 
selves are not responsible for the actual produc- 
tion of this paperwork: its typing, reproduction 
and copying, filing and finding. For this important 
job we need plain clerical workers: typists, file 
clerks, photocopy machine and duplicator opera- 
tors. This type of personnel is already in short 
supply and no nationwide campaign is being con- 
ducted to train more students for office jobs. 


















Last month the Office Executives Assn. of 
New York reported that the increasing use of auto- 
mated office equipment is being seriously hampered 
by the growing shortage of skilled operating help. 
While the demands for lower office skills have 
dropped slightly in the New York area, the demand 
for employees with medium and high clerical skills 
has increased, 












The need for additional clerical workers to 
handle the output of increasing staffs of engineers 
and scientists, and the demands for skilled per- 
sonnel to operate more complex office machinery, 
cannot be overlooked if we are to continue our ex- 
pansion in both scientific and commercial fields. 
Right now, the supply and demand are out of balance. 
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FORMS PRINTING SERVICE SUPPLIES LEADERSHIP 3 DUPLICATING EQUIPMENT 
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Get the full story 


DITTO, INC., 6858 N. McCormick Rd., Chicago 45, Ill. 


nada Ltd 








When should 
you retire a 
typewriter... 


AND GET THAT NEW ROYAL ELECTRIC ? 


Perhaps the time is mow. For the incredible, new 
I 

Royal Electric fills the demands of modern, fast- 
paced business as no other typewriter can. 


To save you time and money, it offers engineer- 
ing and convenience features you can’t match. 
You'll be surprised how much your outdated 
typewriters are worth in trade, how little it costs 
to switch to Royal Electrics. Call your Royal man 
for a free demonstration and trial. electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 
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